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CHAPTER I 
INCEPriON OF THE PROGRAM 
Audio-visual education in the Marblehead Junior-Senior 
High School had its f orma.l incept ion in the Fall of 1948. In 
October of that year, the Marblehead School Committee, cogni-
zant of the ever-increasing importance of teaching aids, for-
mally authorized the institution of an audio-visual department, 
and appointed the writer of this paper as director of the de-
partment which was intemed to pt>ovide service for the 
j\ teachers and pupils of the Marblehead 
11 School. 
fl 
Junior-Senior High 
I. THE PROBLEM 
statement of the problem. The problem confronting the 
writer of this paper was that of developing a plan for the . 
organization and administration of an audio-visual program 
for the Marblehead Junior-Senior High School. This plan 
consisted of two steps Which are as follows: 
1. To make a survey of the building, equipment, 
materials, am personnel in order to determine these factors: 
a. The building facilities which would permit 
the use of audio-visual aids 
b. The amount and types of projection equipment 
available 
I 
! 
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c. The amount and types of equipment available 
for the use of auditory aids to teaching 
d. The amount and types of audio-visual materials 
avail.a. ble 
e. The extent to which teaching aids were being 
used at the time the program was inaugurated 
2. To make such recommendations as were necessary to 
organize a program ?tlich would result in increased and more 
effective utilization of teaching aids, in order that 
learning be made a more vital and realistic experience to 
the pupils. Recommendations were made in the following 
fields: 
a. Administration 
b. Education 
C• Utilization of teaching aids 
d· care and distribution of materials 
and equipment 
e. Publicity for the program 
Justification of the problem. Since the work of the 
new department was done in addition to the customary duties 
of the classroom teacher, it was necessary that the director 
acquaint herself with advice given by experts in the field 
of audio-visual education. A survey of existing materials 
and equipment was recommen:led by eminent educators in order 
that such teaching aids be put in circulation as soon as 
possible, and to serve as a basis for determining immediate 
needs of the department. Future planning was necessary in 
order that purchases of additional pieces of equipment and 
I materials, based upon the needs and requests of the teachers 
I 
i 
Jl 
I 
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and pupils, be spaced over a period of years to relieve the 
financial burden. Recommendations for the future in the 
fields of administration, education, utilization of teaching 
aids, care and distribution of materials and equipment, and 
publicity for the program farmed a vital part of the solution 
of the problem, since the success of such a prqgram depended 
largely upon careful planning and the execution of such plans. 
II. DUTIES OF THE DIRECTOR 
Time available for the work of the department. The 
school day in the Marblehead Junior-Senior High School con-
sisted of a forty-minute activity period and six fifty-minute 
periods of classroomwork. During the 1948-1949 school year, 
when the audio-visual program was inaugurated, the director 
acted as home room teacher for a seventh grade group of 
students during the activity period, and as classroom teacher 
of general mathematics for five ei ghth grade classes. Thus, 
the director had five fifty-minute free periods each week. 
I Three of these free periods were devoted to the preparation 
and correction of the work in mathematics, leaving two periods 
in which to organize and administer the audio-visual program. 
The remainder of the work was carried on after school hours. 
Latitude granted to the director. Coincident with 
notification of the appointment came the information that the 
=-=-=-=-~---=--fb=-,==' ~----- --·-------------· -- -----
director, during the first experirre ntal year, was to be given 
the privilege of organizing and administering the department 
accordin~ to her cwn plan. The superintendent of schools and 
the principals of both Junior and Senior High Schools were 
most gracious in pledging their support to a progr~ which 
they believed would fill a long-felt want. 
III. NEED FOR THE PROGRAM 
Utilization of teaching aids in previous years. In 
past years much excellent work had been done in both schools 
by teachers v.ho were interested in the use of audio-visual 
materials to help make the work more meaningful to their 
pupils. Maps, charts, graphs, flat pictures, bulletin board 
exhibits, and phonograph records were some of the teaching 
aids used. With the exception of occasional films shown to 
the entire school in the auditorium, students saw no projected 
materials. The Parent-Teacher Association had presented a 
sixteen millimeter Aropro Premier 20 sound motion picture pro-
jector to the school an::l this was housed pennanently in the 
projection booth in the auditorlum. Students evinced interest 
in such teaching aids as the teachers were able to obtain, and 
several excellent pupil-made teaching aids were evidence of 
their interest. Pupils collected flat pictures from magazines 
and newspapers and exhibits of these pictures were arranged 
II 
II 
I 
J ··,.. 
II on bulletin bcs.rds in the classrooms. Maps, booklets, charts, 
II 
II 
graphs, and models were made by students for various classes. 
Gifts donated £I the Parent-Teacher Association. This 
association had already shown its interest in audio-visual 
work by the presentation of the sound motion picture pro-
jector. In addition to the gl.ft of the projector, the asso-
ciation donated seventy-five dollars to be used for teaching 
aids. A. gift of fifty dollars to be set aside toward the 
purchase of a tape or wire recorder was also made by this 
group. One student had brought from home the album of 
records entitled I can Hear It Now for use in World History 
classes. The students enjoyed this presentation so much that 
the parents of the pupil who had brought the records to 
\i school presented the album to the department. 
I 
I 
t 
I: 
The successful use 
of audio-visual materials by the anned forces during the war 
focused attention upon these aids to teaching. Instructors 
of classes Which teachers attended introduced new and import-
ant materials and techniques. Both teachers and pupils began 
to express a desire for these materials a.s adjuncts to 
teaching. Several teachers expressed a. desire to obtain edu-
cational films if money were available for this purpose. 
Pupils offered to bring in films which were privately owned 
5 
II 
II 
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I 
if arrangements might be made for their presentation. The 
need for a :rr ejector for the use of two by two slides was 
manifest When pupils asked if they might mow collections of 
such slides which had been made by their parents on trips in 
Flat pictures exhibited on 
1
/ the United States and abroad. 
I bulletin boards were ·examined by pupils, but this was a time-
JI 
II 
,t 
II 
consuming activity to carry on during class periods. An 
opaque projector was needed so that such collections could be 
shown to the entire class at the same time. Interest in re-
cordings and transcriptions of current events, literary 
// selections, and dramatic prodl.ctions was evinced. 
lishment of the audio-visual department evolved from expressed 
The estab-
II 
I 
ll 
needs and desires of both teachers and pupils. 
Cooperation of school personnel. The director assumed 
the duties of the new department with the knowledge and 
assurance of whole-hearted cooperation of the school personnel. 
This assurance was an inspiration and a stimulation to provide 
a program which would have such a far-reaching effect upon 
the education of adolescent pupils that its value would be 
self-evident. 
DJ. THE FINANCI.AL SITUATION 
Money available for immediate use. The scope of an 
audio-visual program is dep:J ndent, to some extent, upon the 
financial situation. Consequently, the su};:erintendent of 
schools requested a tentative budget to cover the needs of 
the audio-visual department from January 1, 1949 to January 1, 
1950. The first step of the director was to ascertain the 
amount of money on hand, money previously allocated to the re-
quirements of such informal audio-visual work as had been 
carried on previously. There was twenty-six dollars left in 
the one hundred dollar Boston University Plan which the school 
had joined in past years. The gift of seventy-five dollars 
from the Parent-Teacher Association was donated specifically 
for use in the field of audio-visual education. This gave the 
department one hundred one dollars with which to begin work. 
Bulletin to teachers. As a means of determining in-
terests and requirements in various departments, a mimeographed 
letter was presented to each teacher. This letter read as 
follows: 
December 1, 1948 
The budget for the year of January 1,1949 to January 1, 
1950, is being planned. If money is available, do you 
wish to rent fiLms or buy other audio-visual materials 
for that period? If so, will you please write, in the 
Space below, the approximate number of films or other 
teaching aids Which you will require during that time? 
If you wish to use free films, it is necessary that we 
pay the transportation d~arges on these, and provisions 
for such expense must be made in the budget. ~till you 
please indicate, in the space below, the approximate 
number of free films you expect to use during the year? 
8 
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Approximate number 
of rented films de-
sired from Jan. 1, 
1949 to Jan 1,1950: 
Other teaching 
aids which you 
wis h to rent or 
buy: 
Approximate 
number of free 
films which you 
wish to use 
upon which post-
age must be 
paid: 
catalogs of audio-visual materials are available for 
your inspection in Room 221. The director will be 
glad to assist you in the selection of any desired 
materials. 
Very truly yours, 
Response to bulletin. The response was most gratifying. 
Many teachers evinced much interest in the program, and ex-
pressed appreciation for a service which would enable them to 
obtain and use audio-visual aids which they bad been unable to 
secure heretofore because of the urgency of unusually full 
programs and because of a lack of finances allocated to this 
work. 
Presentation of the budget. a tabulation of the res-
1 ponses was made and filed. From this tabulation the following 
budget was compiled and presented to the School Committee: 
---r 
.il 
I 
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Budget: Audio-Visual Department 
January 1, 1949 to January 1,1950 
Film Rental 
200 films @ $3 each (average cost) •••• $ 600. 
100 free films 
Postage 
300 films @ $ .30 each (average cost) • • • 90. 
Filmstrip ·projector • • • • • • • • • • • • • • • 92. 
Records • . . . • • . . . . • • • . . • • . . 
Visual Teaching Aids • • 
Posters 
. . . . . . . . . . . . 
Physical education 
Classroom pictures 
Maps 
Filmstrips 
charts 
Wilson Educational Film Guide 
Educational Screen Migazine 
Total 
30. 
100. 
$912. 
The average cost of postage per film was set at $ .30 
each for this first year, since it was necessary for the 
director to pick up and retum in person many films on which 
"spot" bookings were made. 
Adoption of the bldget. The superintendent of schools 
approved this tentative budget for the department, and pro-
posed its adoption at the meeting of the Finance Board in 
February. The Finance Board recommended adoption of the 
entire school budget, and tre townspeople voted favorably 
upon this article in the Town Warrant at Town Meeting on 
:Monday, March 7, 1949. r:ehus the audio-visual department .was 
_JL fin~c~~lly launched upo~~s~aiden voyage." 
It 
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REVIEW OF THE LrrERATURE 
Many textbooks, handbooks, monographs, and articles in 
periodicals on the subject of audio-visual education have been 
written in recent years, particularly since the close of World 
War II· Interest on the part of leading educators and the 
manufacturers of audio-visual materials and equipment was 
given impetus by the successful use of teaching aids in the 
armed forces. Teachers were anxious to learn more about this 
vital part of the educational progr~; they needed information 
concerning the available materials, their value, ways to 
produce teaching aids economically, and metnods of using them 
effectively so that the educational objectives of the curricu-
lum might be attained. The publication of ~ofessional 
literature has helped to supply this information. The alert 
director of an audio-visual de~artment recognizes the need 
to familiarize himself with this backgrcundmaterial for the 
successful administration of the program. A summary of the 
recent literature which is concerned particularly with the 
organization and administration of an audio-visual department 
will be given in this ·eha-pter. · 
L l , · - •• · ..._ .; I ( . ( 
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I. TEXTBOOKS 
One of the most informative of such textbooks of re-
cent years is that written by Edgar Dalel of the Ohio State 
University faculty. This book is organized in three major 
sections, the first of which deals with the theory underlying 
the use of audio-visual materials in education; the second, 
with the various types of materials; and the third, with 
audio-visual methods applied in the classroom and in the 
school system. It is in this last section that the director 
will find valuable infonnation pertaining to the adm.inis-
tration of a department of audio-visual education. 
The problems involved in tbe successful administration 
of the department are discussed in detail. They are as 
follows: 
1. Selec~ing a director, supervisor, or chairman 
2. Obtaining funds 
3. Obtaining equipment 
4. Selecting tea<b.ing materials 
5. Developing an in-service program 
6. Cataloguing materials 
7. Repair and upkeep of equipment 
8. Arranging for -use of materials 
9. Operating a 16 mm. projector 
10. Reviewing and evaluating materials 
11. Infonning the public2 
1 Edgar Dale, Audio-Visual Me~ods in Teaching (New 
' York: The Dryden Press, 1946), 546 PP• 
2 ~·, PP• 471-85. 
t 
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The duties of tbe director in Los Angeles, most _ of 
which are duties Which must be performed in any school having 
an audio-visual department, are as follows: 
1. General organization and administration of 
the sect ion. 
2. Supervision of personnel 
3. General direction of (a) production, (b) 
instruction, and (c) distribution 
4. Budget making 
5. Making of tabular studies in grov.rth of 
the service; analysis of needs 
6. Making of peri odic reports to superior 
officers 
7. Preparation of manuals, bullet ins, cata-
logs, and lesson units on the techniques 
and uses of audio-visual materials 
8. Organization of audio-visual education 
conferences with directors of instruction, 
supervisors, principals, and teacher committees 
9. Preparation of rules and regulations governing 
distribution 
10. Determination of the objective requirements of 
the course of study 
11. Coordination of aUdio-visual materials in the 
course of study 
12. School visitations to detennine needs 
13. Search for sources: examination, evaluation, 
and acquisition of audio-visual materials 
14. Teacher-training in the use of equipment and 
types of audio-visual materials 
15. School and teaCher demonstrations in the use 
of equipment and types of audio-visual 
materials 
16. Conducting experiments in the application and 
intensive uses of audio-visual materials 
17. Organization of special exhibits 
18. correlation of community sources of audio-
visual materials: museums, art galleries~ 
industrial, and commercial plants 
19. Public relations: community addresses, reports 
on contributions of audio-visual materials 1 to the enriched curriculum, special exhibits 
1 Ibid., PP• 485-6. 
II 
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Some of the difficulties which a director may en-
counter are d iscuss ed briefly. 1 Careful co nsideration of 
these items will allow a director to benefit from the exper-
iences of others. 
Self-evaluation by the director is one means which may 
be employ ed to d e termine the efficacy of the program. Dale 
gives the 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
following questions for this pUrpose: 
Is a particular individual or co mrni ttee made 
responsible for t be program? 
Have steps been taken to assure adequate and 
continuous support through the Board of 
Education? 
Are t h e pr.ojectors, screens, models, and other 
equipment of good quality and in good working 
order? 
Have materials been selected which relate di-
rectly to the objectives of your school and 
community? 
Has in-ser-vice training been developed to 
help teachers use the materials? 
Have the materials been properly catalogued 
and stored ? 
Is provision made for regular inspection, 
repair, and upkeep of materials? 
Is there regular evaluation of your program 
and materials of instruction? 
Is it easy for the teacher to g et the materials 
when she needs them? 
Have you kept the public infarlll3 d as to wb.a t 
you are doing? 2 
1 Ibid., P• 486. 
2 ~-, p.487. 
' I 
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This important took is a notable achievement in ·the 
field of audio-visual education. It is one which the direct o 
might well make available to the teachers in the system for 
use as a reference book on the new approach to teaChing. 
Dent 1 has written a textbook designed, according to the 
author, to provide an outline which might be used as a base 
for exploration in the field of audio-visual education,either 
in courses offered on the subject or in individual research. 
The book i ·s divided into six sections which are as follows: 
1. Status of audio-visual instruction 
2. Types of visual aids and their uses 
3. Types of sound aids for schools 
4. Types of audio-visual aids to instruction 
s. Organizing tre audio-visual service 
6. Sources of equipment, materials, and 
information 
The section dealing with the organization of audio-
visual service is es pecially helpful to a director of the 
program. The following items are discussed in great detail: 
1. General problems of the school unit 
2. Using audio-visual aids in th e classroom 
3. Applying audio-visual aids to special fields 
4. Audio-visual aids to extra-curricular activities 
5. Basic recommendations 
6. Audio-visual aids in education 
7. Departments of audio-visual education in states, 
counties, cities, towns 
8. Organization of the Department of Audio-Visual 
Education 
9. Fe rs onne 1 
10. Organization of the pro gram in each school 
1 Ellsworth c. Dent, The Audio-Visual Handbook (Chicago: 
The Society for Visual Education, Inc., 1949), 220 pp. 
===--- -=---==-=- ==~-== 
11. 
12. 
13. 
14. 
15· 
16. 
Equipment and service 
Acquisition of material 
Catalogs and teachers' guid es 
Teacher training 
Finan cial support 
Planning o:lf school buil.dingsl 
One of the general problems frequently encountered is 
that of securing funds with which to carry on the program. 
Dent advises the director that one method of solving this 
problem is by proving the effectiveness of the program by 
first d emonstrating that simple aids at little cost are ex-
cellent teaclli-ng materials. School journeys, exhibits, 
specimens, photographs, records, and stereographs are sug-
gested for this purpose.2 
The lack of teacher-training in auiio-visual education 
is another problem to be faced by the director. Teacher-
training institutions are attempting to remedy this situation; 
over two hundred of these institutions now offer courses in 
this phase of education. For teachers in service who have had 
no previous training, the author s ugg ests that they avail 
materials, and that books on the sUbject be made available 
to the teachers.3 
1 Ibid., PP• 169-194. 
2 Ibid., P• 169. 
3 Ibid., P• 188. 
- .~5 
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A description of teaching aids which may be used 
effectively at various grade levels is g iven. These aids 
are classified according to those mich are suitable for use 
in primary grades, in intermediate grades, in secondary 
school courses, and in courses offered by colleges and uni-
versities.1 
Special fields of instruction may be enriched by the 
use of aud i o-Visual materials. Specific aids for use in 
linguistic studies, in science, in fine arts, and in mathe-
matics are suggested. 2 
audio-visual· aids for use in such extra-curricular 
activities as a thletics, I nternational Relations clubs, 
publication of school newspapers, debating clubs, and band 
and orchestra work are recommended .3 
The planning and servicing functions of an audio-
visual department, the duties arrl background of the personnel 
of the organization, factors to be given attention in planning 
new buildings, the minimum goal in equipment, and types of new 
equipment Which may be added gradually to expand the program 
are given in detai1.4 
1 Ibid., PP• 171-7. 
2 Ibid., PP• 177-8. 
3 Ibid., PP• 179-81. 
4 Ibid., PP• 184-6. 
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The author states that the budget should include 
allowance for hiring an adequate staff, the purchase and 
maintenance of equipment and materials, and provision for 
equipping all buildings eventually. One per cent of the 
annual per pupil cost is suggested as the minimum operating 
figure for an audio-visual program.l 
The director who is called upon to offer suggestions 
to be incorporated into plans for new buildings or into plans 
1 for remodeling old buildings will find the floor plans re-
produced in this book extremely helpful. These include plans 
for a classroom, a demonstration room, a school auditorium, 
an audio-visual department, and library facilities. 2 
This textbook will give the director much information 
which will be of material assistance in organizing and ad-
ministering an audio-visual department. 
McK~'n and Rdberts3 have made a valuable contribution 
jl to education in the form of a textbook which discusses the 
Jl principles underlying the successful use of audiO-'lisual aids, 
and outlines the changes in methods of presentation of these 
I materials. Various types of aids, both visual and auditory, 
I 
I 
I 
are described in detail, and suggestions fcn:a their use 
1 Ibid. , PP• 188-9. 
2 Ibid., PP• 189-94. 
3 Harry c. McKown and Alvin B.Roberts,Audio-Visual Aids \ 
to Instruction( New Yo:rk : McGraw-Hill Book co. Inc. ,1949) ,608 pp. 
accompany the descriptive material. The main emphasis of the 
book is upon proper utilization, with about one-third of the 
book devoted to detailed direct ions for presenting lessons in 
a variety of subject fields at different grade levels. 
Two chapters are devoted to a discussion of the admin-
istration and supervision of the audio-visual program, with 
consideration given to some of the problems racing the 
director and to pr-obable future developments which lie ahead 
in this phase of education. 1 The qualifications of the 
director, his duties and responsibilities, and suggestions 
by which he may evaluate his program are given careful 
consideration. 
The section which deals with the audio-visual center 
is especially helpful. The authors suggest t~t this center 
be in a location accessible to all, and that it include suf-
ficient space for a library, preview and laboratory activities, 
repair and maintenance, and storage. A list of the most 
important books in the field, and lists of magazines, 
bulletins, catalogs, and directories, all of which should be 
a part of the library, are given. The use of the bulletin 
board and the library display center is noted . Descriptive 
material concerning the office, preview room, workroom, and 
2 
storage room will aid the director. 
1 Ibid., PP• 532 ff. 
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The authors' predictions of future developments are 
based upon the weak spots in present -day programs, believing 
that intelligent and interested workers will endeavor to 
strengthen these weaknesses. Some of the danger spots which 
are discussed, and methods for avoiding or overcoming these 
difficulties, are as follows: unclarified and unvalidated 
objectives, unsympathetic or incompetent administrators, the 
attitude of the ooard of education, the professional staff, 
unsympathetic teachers, starting too ambitiously, undis-
1 criminating imitation, formalization, informalization, lack 
I 
II 
II 
of suitable housing, failure to capitalize local opportunities, 
lack of cooperation between theorizers and practicers, lack of 
close cooperation between producers and educators, and a 
schoolhouse bound concept ion of edu cat ion. 1 Thoughtful con-
sideration of these dangers and weal{nesses will help the 
director to administer his program more successfully and to 
build cordial and helpful relations, upon which the success 
or failure of the program depends. 
Visualizing ~ Curriculum2 is a textbook which was 
published over a decade ago, but which contains much material 
of value. The greater part of the book is devoted to des-
criptions of various teaching aids and their applications. 
1 Ibid., PP• 559-75. 
2 Charles F. 
1\ Zisma.n, Visualizing 
-_1931 _ ~~pp_._ ---
Hoban, Charles F. Hoban,Jr., and Samuel B· j' 
the Curriculum( New York: The Cordon Company, . 
- _I_ 
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One chapter is given over to the administration of a visual 
aids program in which preliminary and major rr oblems are 
1 discussed. As the title of the book implies, aural aids to 
teaching are not discussed, with the exception of the sound 
motion picture. For the director of today who utilizes the 
contributions made to e ducation by radio transcriptions, 
phonograph recordings, sound filmstrips, wire and tape re-
v 
cordings, and television programs , this book will offer no 
help in these respects. For one who is instituting a program 
and has access to visual aids exclusively, much valuable 
background material is available. The chapter which deals 
Vlith the school museum is especially good. 2 This important 
phase of the audio-visual program is one which is singularly 
neglected in many schools. Considering the wealth of material 
within reach of practically any school, the possibilities are 
worth consideration. The authors have outlined the methods 
* 
to be employed in starting the school museum.. Sources of 
materials, principles of display, types of museums, methods 
of classification and labelling~ and steps in constructing 
1 models are discussed. Techniques for using museum materials, 
and the many opportunities for pupil demonstration, partici-
pation, and observation are stressed. Since the school 
1 Ibid., PP• 269 ff. 
2 Ibid., PP• 63-89. 
I I_ 
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; museum is considered an important adjunct to modern teaching, 
J
1 the director will find the material informative and helpful. 
\\ One of the authors of the book reviewed in the pre-
11 
II 
II I 
ceding paragraph has written another textbook since the publi-
cation of the first. It is entitled Focus ~ Learning and is 
a summary and an interpretation of tre results of a five-year 
study of motion pictures in schools. 1 It defines the function 
of the motion picture in education and gives- suggestions for 
aiding the development of general education through the use of 
II motion pictures. The changing character of educational films, 
1 their use in the classroom and in the auditorium, and student 
2 I reactions to films are discussed in some detail. The director 
will find the material on film sources and their use and means 
\1 of securing infonnati on 
I advance bookings. 3 
about films helpful in planning 
Schreiber and Cal vert4 have wri. tten a book designed to 
1: aid the teacher who wishes to make it possible for pupi~s to 
1 Charles F. Hoban, Focus on Learning (Washington, D.c.: 
\t .American Council on Education, 1942), 172 pp. 
2 Ibid., PP• 37-78. 
3 Ibid •, PP• 155-64. 
I 
4 Robert E. Schreiber and Leonard Calvert, Building an 
Audio-Visual Program (Chicagp: Science Research A~sociates,--
1 
Inc., 1946), 103 PP• 
I . . 
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benefit from all types of recently developed instructional 
materials. The book is a comprehensive treatment of the 
audio-visual program., an:l is organized into three major 
sections. The first deals with the selection., utilization., 
II and evaluation of audio-visual materials; the second describes 
I 
II 
II 
II 
I 
I 
II 
I 
the production of audio-visual a ids in the school; and the 
third discusses the administration and supervision of the 
program. ll~'hile it is with the last section that the writer 
of this paper is primarily- concerned., the director must be 
familiar with the principles upon which effective selection, 
utilization., prodootion., and evaluation of materials are 
based., and the preceding sections contain many helpful sug-
gestions. The authors believe that a combination of factual 
veracity and stimulating presentation is the basic criterion 
of good selection. Fact or s which the director must take into 
conside ration in selecting proper materials are discussed.l 
The necessity for class preparation "which precedes the use of 
audio-visual materials is stressed, particularly in the field 
of auditory aids. The suggestion is advanced that pupils be 
given practice in critical listening before the aid is used 
as a part of the regular class activity, since the authors 
feel that pupils are not accustomed to listening for 
informs. ti on. 2 
1 Ibid. , P• 12. 
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various types of audio-visual aids are discussed and 
evaluations of their contributions are made. These include 
the school journey, the motion picture, the stereograph, 
slides and filmstrips, flat pictures and graphic materials, 
museum materials, recordings, radio transcriptions, and 
.., 
television.1 -~------
The production of audio-visual aids is the topic of 
the second section of the book which describes the types of 
materials which may be school-produced. The equipment needed 
is discussed, but definite directions for the actual produ.o~ 
t;ton are not pr-ovided. The authors believe that valuable 
materials may be pro:luced by schools, but that the production 
frequently constitutes a learning activity which is more im-
portant to the educative process than the actual materials 
resulting from the IJ["Oject. Motion pictures produced by the 
school which record school activities and which may be in-
corpora. ted into the orientation pro gram, a school newsreel, 
./ 
slides, filmstrips, radio pro grams, and transcriptions am 
11
1 
recordings are examples of the type of materials which the 
school may produce. 2 1 
The third major section of the book v.h ·ich deals with 
the administration and supervision of the program discusses 
i-----
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I 
II 
II 
I 
I 
1 Ibid., PP • 14-29. 
2 Ibid·, PP• 30-35. 
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the personnel of the program., and two plans., one for the in-
dividual school, and one for the entire school system, are 
depicted by m~ans of charts. While these show a set-up 
considerably mare ambitious than many small towns are able 
to operate at present, they provide a guide for future 
planning when audio-visual programs g rCNi to a greater extent.l 
~aterials and equipment required by schools of various sizes., 
space needs as regards audio-visual libraries., projection 
rooms, and classroom fittings are discussed. A suggested 
floor plan of an audio-visual center is shown, in which 11 
there are workrooms., storage space for materials an:l equipment, 
office stace, a projection and conference room., and space 
for exhibits of audio-visual materials. 2 As in the case of 
personnel pla. nning., this is an Bm bit ious plan., but is a goal 
toward which to strive when space is available for the proper 
administration of an audio-visual department. 
Some sug gestions for filing and storage of materials 
such as filmstrips and records are g iven. Proper methods of 
mounting flat materials and the filing of such collections 
are described. 3 
1 rb id • ., P. m . 
2 Ibid • ., p.47. 
3 Ibid • ., PP• 48-51. 
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Samples of cards which may be used for fi 1m service 
requisitions, film travel cards, film confirmation notificu -
tiqn and scheduling forms~ daily film schedules 1 and 
·I instructors 1 report forms are depicted. 1 
11 
Finally 1 there is a section which deals with the ad-
mi nistrator 1 s avn evaluation of his program. Various 
evaluative questions based on the suggestions in the study of 
The American Council on Education are listed. 2 The director 
will find that the use of these questions on supervision and 
direction, facilities and equipmEnt 1 materials, teacher-
training , an d financia 1 support wi 11 help him to plan a more 
effective program for the future. 
Strauss a.n:l Kidd3 have written a book which is designed 
to aid in a better understanding of audio-visual materials and 
equipment, and methods of their use. This book does not 
concern itself with the use of these materials in schools, but 
with informal e ducation such as religious instruction, inter-
cultural relationships, and public affairs education. Many 
of the un:lerlying principles set forth in this book may be 
applied in the school, however. One chapter deals with the 
1 Ibid., PP• 55-59. 
2 Ibid. I PP• 60-62. 
I 3 L. Harry Strauss and J. R· 
\ Learn (New York: Association Press, 
Kidd~ Look, Listen and 
1948 ) ,235 PP• - I 
I 
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administration and supervision of the audio-visual program, 
and the factors considered in forming administrative policies 
are app licable to the school program. 1 Such items as prepar-
ation of the budget, correlation of audio-visual materials 
with other pro gram rna terials, selection and maintenance of 
equipment and materials, the in-service training program, and 
evaluation are discussed. The writer of this paper believes 
that the director of a program in a school will find more 
helpful and detailed material in one of tbe texts reviewed 
previously in this chapter since this book is designed prin-
cipally for infonnal education. 
Levenson and Tyler2 are the authors of a book, the 
purpose of which is the i m.pro vement of school broadcasting 
and the encouragement of more effective use of educational 
radio programs. Dr. Levenson d:h>ected radio activities in 
the Cleveland public schools, and the material of the book 
grew out of his experiences in directing activities at the 
school-operated radio station and out of his experiences in 
using the radio in the classroom. The contributions of radio 
to the educative process and a discussion of its limitations 
are presented. Information on the preparation of a radio 
1 Ibid., pp.86-98. 
2 William B. Levenson and I. Keith Tyler, Teaching 
Through Radio ( New Yom: Farrar and Rinehart~:- Inc., 1945), 
474 PP• 
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program to be broadcast by the school, the problems involved 
in presenting the program, arrl measuring the results are 
dealt with in great detail. The value of recordings and 
transcriptions, their uses, sources of educational. recordings, 
and evaluation are presented. 1 The school broadcast for 
public relations ~urposes is an important phase of the audio-
visual program. The aims of such work, the principles to be 
observed, types of programs which may be presented, and some 
2 
common mistakes are delineated. The progress of radio in 
the schools should be stimul.a.ted by the contributions of this 
book. 
II. THESES AND SERVICE PAPERS 
Theses and service papers which have been written by 
people who have conducted investigations in the field of 
audio-visual education are another source of information to 
the director of a program. 3 ',/ Dobie's service paper gives an 
account of a survey which he conducted in the elementary 
schools to find rut Vlb.at equipment and materials as well as 
building facilities were available. He investigated the 
1 Ibid. I PP• 262-77. 
2 Ibid., PP• 294-339. 
3 Albert J. Dobie, ''A Survey of the Audio-Visual Pro-
gram in the Elementary Schools · of Vltorcester, Massachusetts," 
(unpublished Master's service paper,Boston University,Boston, 
1948) , . 7 9 PI! • 
current practices of teachers using audio-visual aids, and 
made reconunendations to the super.i..ntendent of schools for 
the purpose of improving tbis phase of the educational program. 
The survey was conducted by means of questionnaires to the 
1
1 
teachers and principals; the questionnaire to the teachers 
, dealt primarily with the use of teaching aids; that to prin-
11 
cipals, with the amount of equipment owned, the use made of 
it, and the building facilities for using it. 1 His recommend-
, a tions were based on the results of the survey; suggestions 
for imp roving building facilities included the recommendation 
\\ that overcrowded schools be given attention first, that each 
I room be equipped with black curtains, and that at least one 
I electrical outlet be installed, or two, if possible. He 
\I
ll 
su ggested that each school be equipped with a sound projector, 
II : ~::: :c:i ::d: :a:~ : e: ::• :::;e:, 0 ~ 6 :: :::d a c :~ ::::: o:: :::-
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that second prints of several films be added to their film 
2 ' library. This J;:e.p er would be of help to one who wishes to 
:1 conduct such a survey in his own school. 
I / 
11 Wyman 1s 3 service paper tells how the supervisor of 
1
' teaching aids can carry out an audio-visual program in all 
1 Ibid., PP• 30-36· 
2 Ibid., PP• 72-74. 
Westfield Public Schools," (unpublished Master's service 
3 Raymond V'\'·yman, ".A Plan of Teaching Aids in the ~ 
pa_per, B~s!on_U!IJ versi~:y, Bos_to~ ~194J ), 77 _PP• =- -=-==- r --=~-
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the public schools of Westfield. He conducted a survey to 
find out what materials and equipment were available. .An 
account of tbe assembly plan of using films was described. 1 
This methexl of use was necessary because of a lack of 
building facilities, and the author was d esirous that all 
schools in t l:1.e town g et some benefit from tbe use of teaching 
aids without waiting for improved facilities. A discussion 
of the ideal use of teaching ai ds in the elementary schools 
is g iven; this imludes classroom requirements for the use of 
teaching a ids and teacher preparation. .A list of such aids 
suitable far use in different courses in grades one through 
six are given. 2 This list would be helpful in curriculum re-
vision. 
payne's3 thesis includes a review of the past to see 
what had been done since tbe inception of the program; a sur-
vey of audio-visual aids available, and the use made of them; 
and a plan for the future. The library of teaching aids is 
described; the personnel, delivery service, how the materials 
are booked , how the schedules are drawn up, the teacher's 
report cards, and the service on projectors are presented. 4 
1 Ibid., PP• 56-69. 
2 Ibid., PP• 15-26. 
3 Norman H. Payne, 11 The Audio-Visual Pro g ram in the 
Newton Public Schools,"- (unpublished Master's thesis, Boston 
University, Boston, 1946), 138 PP• 
4 Ibid., PP• 14-16. 
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II One suggest ion for future growth i s for more effective use 
·; of audio-visual aids through a continuous in-service training 
prog ram wh ich will pr011ide teachers with an understanding of 
the unique character of the various types of aids~ the know-
1
1
. ledge necessary for hs.ndling mechanical operations, and 
,[ in the techniques in'l<l lved in the use of these aids.l 
s k ills 
I 
I 
I 
II 
III. BOOKIETS 
AVID of I ndiana, a state or ganization of audio-visual 
1 instruction d irectors, bas publishe d a handbook which is ex-
1 
II · 2 
1 tremely helpful to a director of audio-visual education. It 
ji is a cooperative eff ort on the p art of some directors in the 
I state to find the answers to the many questions which had been 
!1 raise d during their meetings. The chapter on materials and 
I their selection includes sucll. information as sources of 
1: materials 1 resp onsibility for selection, criteria for selection, 
11 Jbases for procuring materials, determining amount of materials 
I 
I 
!need ed, methods of cataloguing and classifying~ permanent 
j files, dissemination of information, determining classroom 
lj needs, and teacher effect on production.
3 Proper utilization 
1
1 
of teaching aids and school p roduction of 
\, __ _ 
aud io-visual 
II 
I 
II 
li 
1 I bid., PP• 80-84. 
2 Handbook for the Audio-Visual 
Indiana: Audio-Visual Center, Indiana 
3 Ibid., PP • 4-8. 
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Program (Bloomington, 
University,l948), 41 PP• 
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1 
materials are dealt with in detail. A. discussion of basic 
equipment and housing is presented. The chapter on admin-
istration and finance outlines the supervisory duties of the 
2 
director and his responsibilities in allocating money. 
This handbook is concise, informative, and generally helpful 
in planning a program. 
The American Council on Education has published a 
J series of nine booklets dealing with motion pictures in edu-
[1 . cation, all of which prov:lrl.e good background material for the 
' director. One which deals particula1 .. ly with the organization 
li 
II 
I 
I 
I 
and administration of tbe program is t rat written by Seaton. 3 
It is the result of a study of six cities to see what use was 
made of motion pictures and what were the most fundamental 
problems obstructing their wider and more effective use. 
This booklet attempts to supply a blueprint of the fundamental 
philosophy and organization of audio-visual education. The 
author discusses the physical difficulties encountered, and 
makes recommendations for overcoming these. The i mprovement 
of utilization practices is presented. The organization of 
1 Ibia., PP• 9 ff. 
2 ~·I PP• 22-27. 
3 Helen H. Seaton, A Measure for Audio-Visual Programs 
1.n Schools (Washington, D.c.: American Council on Education 
studies, 1944), 40 PP• 
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the department, its planning and servicing functions, equip-
ment and service, acquisition of · materials, teacher training , 
and financial support are discussed.l 
rv. MAGAZINE ARTICLES 
Professional magazines are an excellent source of in-
1
1 fo rmation for t h e director. Helen Winfield's article in 
The Educational Screen g ives an accou nt of the organization 
of the department in her school. Pupil participation plays 
an important p art in the administration of the work . A Visual 
Ai ds Squad is described: their selection, duties, and the 
I' values of this work to the child. The aid given to the de-
partment by the Mothers' Club is cons i derable. Parent 
interest in t he program is a testi monial to the fine public 
2 
relations wor k in this school. 
I 
The inauguration of an audio-visual prog ram is d e s-
l cribed b y Turley.3 The purp ose of this article is to provide 
II a plan whereby an audio-visual program may be started regard-
less of the financial status of the district. The writer 
II 
1 Ibid., PP• 31-40. I 
2 Helen F· Winfield, "Organizing the School A-V ! 
Program," The Educational Screen, 38: 398,399,422, November,l949.\l 
3 R. E. Turley, "Ha.v to Inaugurate an A-V Program~ 11 11 
Audio-Visual Guide, 15: 11, March, 1949. 
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emphasizes the necessity for a careful survey and tabulation 
of all existing equipment, since many schools ba.ve accumu-
lations of usable materials Vihich may be forgotten. He 
/ 
suggests that a list of minimum essentials be prepared and a 
plan formulated by which equipment may be added gradually. 
The use of instructional films depicting the progressive steps 
in utilizing films in the classroom issuggested as the primary 
proce dure in teacher-training. 
Vincent1 reports on the duties of a director who plans 
to make the audio department an eqoo. 1 partner with the visual 
in the educational scheme. Teachers should be informed of new 
aural aids so that these may be used while the material is 
still pertinent. Advance knowledge of weekly radio programs 
is necessary, and those sui table for school use should be re-
corded. This may be done on tape or wire first, then on wax 
if the pr~ram is worth adding to the permanent library. 
The record of how one small school planned a well-
organize d audio-visual program in advance of its incept ion 
2 is the subject of an article by White. Before any equipment 
was available, the department was formed and space for it was 
located in a cloakroom large enough to hold a bulletin board 
1 c. H. Vincent, "Audio Education~ 11 ~udio-Visual Guide, 
16:20, September, 1949. _ _ 
2 Marion K. White, uBe Ready for Your New Projector~" 
School Films, 1:6, .23, ZIJ , .Winter,l948. 
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il on which audio-visual news appeared . Parent interest and 
I 
participation was enlisted by means of articles sent home. 
I 
1 Magazines from ho~m were contributed and a flat picture 
I 
I 
I 
1~ 
1: 
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I 
collection was started~ Gradually, collections of other 
materials, such as museum materials, stereographs, charts, 
and models, began to grow. Utilization of film catalogs was 
explained to the teachers, and lessons in preparation, pre-
sentation, and follow-up work were presented to them before 
the school onned a projector. Improper and ine ffectual~·' US e 
of films was forestalled before their order for a projector 
was filled. 
An article describing a plan for making the greatest 
possible use of a limited amount of equipment was written 
1 
by .l\ughinbaugh. The author finds that this plan works 
successfully in school systems in Ohio, where he is the 
supervisor of the Slide and Film Exchange of the State 
Department of Education. The plan involves the use of a 
ll master order form which facilitates booking so that the aid 
II 
II 
most desired will arrive at the time when most teachers can 
use it. Another phase of the plan is especially suited to 
schools which have but one projector to serve many pupils. 
1 B· A· Aughinbaugh, 11 How to Compose Slide and Film 
' Orders, Assign Rooms for Projection, and Develop a Projection 
Crew," i\udio-Visual Guide, 15: 34, 35, September, 1948. 
~--==---
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The viewing room, with classroom fittings and equipment per-
manently installed , permits four ten-minute showings of films 
in the usual high school period. For schools which have no 
room which can be set aside for an audio-visual room, the 
author believes that films may be sh~vn effectiYely in the 
auditorium, and contends that, under the direction of a good 
teacher, the 11 entertainment attituden is non-existent. 
Methods of developing a projection crew are presented. Over 
a four-year period, pupils pass from the initial stages of 
distributing materials, to tbe care of films, the care of 
equipment, and on to becoming full-fledged projectionists in 
their last year in high school. 
I In order to understand the problems encountered in the 
I organization and adrn in is trati on of an audio-visual program, 
I 
and to dis cover means of solving these problems, the director 
must acquaint himself With the literature of the sub jeet 
which is written by those people who have had first-hand 
I 
II 
experience in the field of audio-visual education. The writer IJ 
·I 
of this paper has attempted to include in this chapter repre-
sentative material which will be of value in developing such 
a progra~. Because of increased interest in this phase of 
education, much mat erial has been produced, but has been 
omitted from this summary, not because it proved to be of 
I 
I 
II 
===--=-
_ _l 
II 
II 
II 
r;:i)il::: 
t\..1' ,• 
~· I 
I 
\! 
II 
I 
little value, but, because of the limitations of this paper, 
it was necessary to include that literature which had the 
most pertinent bearing on the organization and adxn inistration 
of our particular program. in Ma-r-b-1-<:rhe-ad. 
~~-------
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CHAPrER III 
SURVEY OF FACILITIES, PERSONNEL, AND EQUIPMENT 
A survey of building facilities, personnel, and equip-
was made in order to determine the following factors: 
1. The building facilities which would permit the use 
of audio-visual aids -
2. The amount and types cG>f projection equipment 
available 
3. The amount and types of equipment available for 
the use of auditory- aids to teaching 
4. The amount and types of audio-visual materials 
available 
5. The extent to Which teaching aids were being 
used at the time the program was inaugurated 
Size of school. The pupils of the Marblehead Junior 
and Senior High Schools were housed in the same building in 
~ ~lfarblehead in 1948; the same condition holds true today. 
Teachers ani pupils of both schools had joint access to the 
audio-visual equipment and materials owned by these schools. 
I 
l(here were thirty-one classrooms in all; twelve were used by 
IJunior High classes, fourteen by Senior High classes, and five 
I 
r ere used in common by both schools. The faculty was composed 
of forty-two men and women; thirteen teachers conducted 
1classes in the Junior High School exclusively, thirteen taught 
lonly Senior High School students, and sixteen taught students 
of both schools. Each school had its own principal. The 
lktudent body of the Junior High School numbered four hundred 
-- jl--=-= ~ 
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thirty-six pupils; that of the Senior High School, four 
hundred five. A school library, an art room, a shop, a room 
for home economics, a music room, a speech room, and a gym-
nasium were used by students of both schools, and were de-
1 sig ned and furnished to meet the specific needs of activities 
which required special equipment. 
Physical features of classrooms. Projected materials 
could be used comfortably in classrooms since proper tern~ 
~erature control was maintained by classroom thermostats,and 
correct ventilation was supplied by means of fresh air ducts. 
Temperature control and provision for proper ventilation was 
under the supervision of t h9 school engineer. 
Every classroom in the entire building was equipped 
I ~ 1 witn an electrical outlet. These were located in the rear 
Ill wall, above the baseboard, in each room ·of the Junior High 
School. Each room of the Senior High School was equipped 
with an electrical outlet located in the floor in the front 
of the room. an extension cord was available so that 
machines placed at the rear of the room could be connected 
with tne outlet. 
Classrooms in the Senior High School wer~ equipped 
with permanently-installed dark green curtains, thus per-
mitting the use of projected materials. One set of opaque 
curtains was available for darkening rooms in the ·Junior 
II 
I 
I 
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J High School. These were detachable~ and fitted over the 
permanently-installed curtains in these classrooms. Rooms de-
signed for special activities such as the speech room, the art 
room~ the milsic room, and the room used for home economics 
were darkened by means of the detachable opaque curtains. The 
library and the drawing-room of the shop were equipped with 
dark green curtains. The gymnasium was the only room which 
could not be darkened sine e there were no curtains or curtain 
fixtures installed· 
There was but one room with a screen permanently 
affixed to the wall. There were available, how ever, two 
movable beaded screens which could be used in any classroom. 
Physical features of auditorium. The auditorium 
seated nine hundred seventy-four people and this was more than 
adequate to accow..moda te studm ts and faculty of both schools. 
1 The hall was darkened by drawing heavy opaque curtains across 
the windows. ~n ei@ht by twelve foot beaded screen was kept 
permanently in the auditorium, and could be pulled down from 
the flies of the stage when needed. a fireproof projection 
booth was located in the upper section of the rear wall. 
Electrical outlets in the booth and on the stage were con-
nected by wiring insid e the walls. Voltage was one hundred 
twenty~ thus permitting the use of the motion picture pro-
jector in the auditorium. A movable projection table was 
='---~ ., ! --=-c_ - -- -=-
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II kept permanently in the projection booth 1 but it could be 
move d to any classroom as desired. Safety measures included 
entirely fireproof construction of the booth and asbestos 
coverings for the apertures. 
Equipment and materials available. ! . sixteen milli-
meter Ampro Premier 2:) sound motion projector had been pre-
sented to the schools by the Parent-Teacher Association 
previous to the inception of the p rogram. a :Philco table model 
radio had been purchased several years previous to the surv'ey. 
This was in good condition and could be used by any teacher 
who so desired. A small manually-operated phonograph had 
been purchased in previous years and was used in the music 
, classes and in the gvmnasium. About two hundred records of 
operatic selections and folk songs were available for use 
with the phonograph. The school owned no educational films 
for use with the projector; there were a few reels of silent 
films on wbich school football games had been photographed by 
private individuals. All films s hown in the auditorium were 
rented films or were furnished free of charge by a sponsor. 
Bulletin boards which measured approximately three by four 
feet of cork, soft wood, or burlap were available in class-
rooms. Cork bulletin boords of this size were also located 
in the main corridors of the Junior High School. Burlap-
covered walls in the Senior High School corridors provided 
'I 
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r sui table locations for information of general interest. 
II 
II 
series of three wall cabinets which measured about four by 
four feet was affixed to the wall outside the art room and 
p rovided space for the exhibit ion of art w o:tk. 
Storage space. There was no one room in which audio-
visual equipment and materials could be stored. The projector 
was kept in the projection booth of the auditorium. The 
phonograph and records were kept in the music room since they 
were used more frequently b y the director of music than by 
any other department. The radio was kept in the office of 
the superinter.dent. Flat pictures which were owned by indi-
vidual teachers were stored in their classrooms. Distribution 
of teaching aids was more difficult than if one particular 
room had been set aside for storage of these materials. 
Utilization of teaching aids. At the time of the 
survey it was determined that teachers were using some audio-
visual materials, but to a limited e x tent. This was due, not 
II to any disinclination on the part of teachers and pupils, but 
,, 
to the fact that relatively little equipment and few materials 
were available, tba.t no means of distribution had been de-
vised, and that financial aid was laclcing. Maps, charts, 
graphs, bulletin board exhibits, pupil-made mod els, flat 
pictures, exhibits of privately-owned articles pertaining to 
I 
I 
I 
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the work~ and phonograph records were among the teaching aids 
which teachers were able to use in the classroom. 
Both teachers am pupils expressed a desire to use 
a greater variety of audio-visual materials. From their 
requests for educational films~ filmstrips~ two by two 
slides, for means of projecting flat p ictures and objects 
so that the entire class might see them at the same time~ 
for phonograph records to enrich the work, and for provision 
to use radio prog rams which were broadcast during school 
hours, a plan was devised for services to be offered by the 
audio-visual department to fulfill their requests. 
CHAPTER IV 
SERVICES RENDERED 
I. ADM I NISTR.f\TIVE DUTIES 
Limitations to service. The amount of service rendered 
by the director of an audio-visual department is dependent, 
not only upon the enthusiasm of the director, but upon the 
amount of time avai la.ble in which to do the work. As has 
been stated, at the time of the inception of the program in 
Marblehead, the director had two fifty-minute free periods 
I each week in Which to organize and administer the audio-visual 
I 
· department. The remainder of the work was done after school 
hours. The year following the inauguration of the department, 
the director was relieved of home-room duties, so that there 
-are at the present time five forty-minute activity periods and 
two fifty-minute free periods weekly allotted to audio-visual 
work. Three free periods weekly are devoted to the preparation 
and correction of the work of the general mathematics classes 
which occupy twenty-five of the thirty regular weekly class-
room periods. The remainder of the work of the audio-visual 
1: department is done outside of school time. Thus, the services 
\1 rendered by the director are necessarily limited. It was the 
I' belief of the director that a well-planned program of modest 
I 
I proportions could be carried on successfully in the limited 
~L 
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1 time available. Educators eminent in the field of audio-visual 
education advame warnings that programs which are too 
[ 
! ambitious in scope usually end in confusion and failure. With 
II the cooperation of students, teachers, administrative officers, 
and school custodians, it has been possible to pr>ovide the 
schools with many of the advantages of audio-visual materials 
which have contributed to the educative progress of the 
i students. 
I 
j On the following page is a photograph, Figure 1, of a 
Senior High School student using the public address system on 
the stage of the auditorium. Figure 2 on the second page 
following depicts ninth grade students using the table micro-
phone connected to the tape recorder. On the same page is 
1 Figure 3, which portrays a seventh grade pupil drawing paral-
l lels of latitude and :rooridians of longitude on the alated 
I 
1 globe. 
j Collection of catalogs. The director collected from 
the office files all materials pertaining to audio-visual 
education. Wilson's Educational Film Guide of 1946, several 
catalogs from film rental libraries, and much advertising 
material from firma Which produced au:lio-visual aids and 
I equipment were available. Letters were written by the 
1
1 
director to these firms, requesting their latest catalogs and 
I information on the newest developments in the field of 
I 
I 
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FI GURE l 
USE OF PUBLIC ADDRESS SYSTEM ON ST~GE OF AUDITORIUM 
L 
FIGURE 2 
RECORDING A PLJI.Y ON TAPE RECORDER 
FIGURE 3 
ILLUSTRATING LATITUDE & LONGITUDE ON THE SLATED GLOBE 
4_ . 
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audio-visual education. Other catalogs were obtained by 
writing to firms whose advertisements appeared in professional 
magazines. The telephone directory was another source from 
which addresses of such firms were obtained. 
The catalogs were sorted into subject-matter fields and 
were filed in folders bearing the names of the subjects. Cata-
logs which contained material for use in several subjects were 
filed in folders Which were labelled for general use. The 
I 
.I library of catalogs is now very comprehensive and is kept up 
to date by the filing of new materials as they arrive period-
1 ically from manufacturers and distributors of teaching aids. 
I 
Wilson's Educational Film Guide and Wilson's Filmstrip 
Guide were purchased and subscriptions have been renewed each 
I year. The guides were invaluable in the selection of 
I materials on which no first-hand knowledge was available. 
I 
II The descriptive notes were found to be accurate and helpful, 
I and the ].isting of sources from which materials might be ob-
tained simplif~ed the work of the director. Three additional 
guides were purchased from Educators Progress Service, 
Randolph, Wisconsin. These are as follows: Guide to Free 
Curriculum Materials, Guide to Free Films, and Guide to Free 
Slidefilms. These were especially valuable since the depart-
ment operated on a limited budget and the generosity of the 
li 
11 sponsors of free materials made available many aids which the 
1: 
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1 department might otherwise have been unable to supply. 
r A bulletin was sent to teachers notifying them of the 
1
.1!1 
collection of catalogs. Since there was no room available for 
11 storing audio-visual materials, these catalogs were kept at 
I 
II first on a table in the room in which the director conducted 
classes. The teachers examined the catalogs in this room after 
school hours or took them to their own rooms for further study. 
I a small office with an adjoining closet was made available to 
I 
. the director in September, 1949, ani was used for the storage 
of equipment and materials. A two-drawer metal filing cabinet, 
I large enough to hold the catalog folders, was purchased for 
1
' this office, and the folders were filed in alphabetical order 
', according to subject-matter areas. Teachers were then able to 
· 11 examine the catalogs in the office at any time they chose. 
II chases 
Acquisition of~ equipment and materials. All pur-
of new materials and equipment were based upon requests 
1
1 
of the teachers. 
I jl 
The piece of equipment for which the greatest 
1 
I' 
number of requests was made was a filmstrip projector, and an 
1 Ampro dual-purpose projector, which accommOO.ated filmstrips 
,I 
II 
II 
1
1 and two-by-two slides, was purchased at the start of the 
I 
Teachers who requested filmstrips previewed collec• , p rogram. 
II 
tiom or these which were obtained on an approval basis, and 
,· t h e items which teachers felt would be most helpful in their I 
Some filmstrips were obtained through i! 
-- --=----=----=--~ =-=-= 
classes were purchased . 
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I the courtesy of various sponsors. 1ff1.1.en teachers' guides to 
accompany filmstrips, records, and other materials were avail-
1 able, these were a1s o purchased. 
1/ The f'i lms trip projector proved to be an extremely worth-
l! while purchase. It was used frequently, and, since the film-
strips were owned by the school, they were readily available 
at the right time • Some activities which resulted from the 
luse of filmstrips are snown on the following four pages. 
I !Seventh grade students are portrayed in Figure 4 examining 
I 
1 models which were produced after the films trip Voyage and 
1/ Discovery was presented. 
I career booltle ts were made by eighth grade pupils after 
i I having seen a series of filmstrips entitled Finding ~ Life 
1Work. Examination of these booklets is depicted in Figure 5. 
1--
1 
1 
The filmstrip entit ·led-· The Middl-e Ages was presented 
// to ninth grade WorJd History students; pupil-made models were 
I a part of the follow-up activities. Figure 6 shows the home 
of a feudal serf, and Figure 7, a portcullis gate, constructed 
I 
1 b y students. 
I A seventh grade student is shown in Figure 8 using the 
I card catalog in the library after having seen the filmstrip 
I 
I 
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Models tracing the development of the railroad engine 
from early days to modern times resulted fran a :presentation 
of the filmstrip entitled Land Transportation followed by a 
set of flat pictures entitled Transportation. Eighth grade 
pupils are shown examining these models in Figure 9. 
Two-by-two slides were used in the dual-purpose 
projector. Slides entitled The Roman House were rented for 
Latin students who produced a model of a Roman house as shown 
in Figure 10. 
~~ The collection of fi lmstrip s now numbers one hundred 
1
' seventy.:.seven; following · is a list of filmstrips owne d by the 
ll sch ool: 
II Filmstrips (~!-indicates tbB.t a teacher's guide accqmpanies 
I 
_ the filmstrip) 
A.c count ing · .. 
I 
II 
I 
I 
il 
I 
d 
Accounting Cycle~ The: Year End Closing 
Controlling Accounts: Introduction 
Direct Ledger Entry 
How to Balance Accounts 
Journal~ The: First Lesson 
Posting: First Lesson 
Business Education 
Taking Dictation and Transcribing~ with 
accompanying record 
English 
All Aboard the Punctuation Express 
The Comma: Part 1* 
The Comma: Part 2~· 
The Comma: Part 3* 
Quo tat ion Marks-l~ 
The Apostrophe* 
The Colon, Semi-colon, and Dash* 
I 
EIGURE 4 
MODEI.S OF EARLY SETTLE1\1ENTS 
FIGURE 5 
CAREER BOOKLETS 
11 ____ ~-~-
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FIGURE 6 
HOWlE OF A FEUDAL SERF 
FIGURE 7 
A PORTCULLIS GATE 
E3 
EIGURE 8 
USING THE LIBRARY CARD CATALOG 
FIGURE 9 
DEVELOPMENT OF THE RAIIR OAD ENGINE 
FIGURE 10 
A ROMAN HOUSE 
l 
I 
Courtship of Miles Standish 
Christmas Carol 
Grammar 1: Subject and Predicate* 
Gramrna r 2 : Modifiers~~ 
Graw~ar 3: Nouns* 
Parts of Speech 
Sentence Construction 
Shal{espeare 
Shakespeare's Theater* 
.As You Like It-l:. 
Hamlet.;~ 
Henry v-:~ 
Mid-Summer Night's Dream-Jr 
Romeo and Juliet~r 
Spelling 1: Some Problems* 
Spelling 2: Seeing and Hear ing-J" 
Spelling 3: Memory Aids* 
Spelling 4: Use of the Dictionary-ir 
Vocabulary 1: Corrnnunication* 
Vocabulary 2: Word Backgrounds* 
vocabulary 3: Development* 
Guidance 
Etiquette 
As Others See You 
Home Ground 
School Spirit 
Stepping Out 
Table Talk 
Finding Your Life Work 
Agricultural, Fishery, Forestry* 
Classification of Occupati ons?r 
Clerical and Sales Occupa ti ons-JE-
Professional and Managerial Occupat ionsi~ 
Service Occupations·:~ 
Semi-skilled Occupations: Part 1~1-
Semi-skilled Occupations: Part 2* 
Skilled Occupations: Part 1* 
Skilled Occupations: "Part 2-JI-
Unskilled Occupations·:(· 
How to Study 
Health 
Curie, Madame 
Headlines: Care of the Hairil-
Jenner, Edward 
Koch, Robert 
Nightingale, Florence 
Pasteur, wuis 
Trudeau, Edward 
li 
Home Economics 
Cake Making: Betty Crocker 
Sterling Story, The* 
Latin 
Ancient Rome: Part 1 
Ancient Rome: Part 2 
Ancient Roman Life 
Ben Hur: Part A 
Ben Hur: Part B 
Grammar Tests: Responde Mihi, Part 1 
Grammar Tests: Responde Mihi, Part 2 
Library 
Use Your Library 
Mathematics 
Addition and Subtraction of Fractions 
Multiplication and Division of Fractions 
Order of Operations 
Plane Geometry 
Introdoo ti on* 
Vocabulary: Lines and An gles, Part 1* 
Vocabulary: Lines and Angles, Part 2 ·)} 
Vocabulary: Lines, Relationships* 
Vocabulary: Triangle s-It-
Vocabulary: Polygons-i~ 
Vocabulary: Circles, Part H~ 
Vocal:u lary: Circles, Part 2·;} 
Postulates: Lines* 
Postulates: Triangles and Circles-lt-
Locus-~ 
Geometry in. Ar . .t * 
Logic: Definitions and Key w·ords·~· 
Logic: Deductive Reasoning* 
Log ic: Induction, .Rrialysi s, and Indirect 
Reasoning* 
Logie: Mistaken Thinking* 
Timekeepers Through the Ages 
Science 
A.ir 
Arbor Day 
Atom, The-ll-
Changing Moon, The 
Electricity 
Electromagnetism 
Energy 
Gas Warfare 
.~--=- ~=-=== 
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II 
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I 
Heat 
How Rocks Are Formed 
Humidity 
Inclined Planes 
Levers 
Light 
Magnetism: 2 different presentations 
Pulleys 
Sound 
Stories of the Constellations 
Temperature 
Water 
Shop 
----Furniture Joinery 
Making a Project With Hand Tools 
Safety K_now-How in the Woodshop 
Woodworking Machines 
Social Studies 
A Nation Divided 
Air Trans port at ion-l~ 
Alaska~( 
American Revolution~ The 
Ancient Greece·:" 
Ancient Rome* 
Australia->~ 
China·:~ 
Colonial America·:~ 
Communicat ion-l~ 
Early C1v1lizationo~r 
Early Indians 
Great Lakes 
Hawaiian Islands·:" 
Historic Massachusetts~~ 
Irrlia-l~ 
Kni gp. tho ad~!-
I..and Tran sporation* 
Life Magazine filmstrips 
~@iteenth Century Englar.rl-l~ 
Heritage of the Maya-l<-
Mi chelangelo: The Sistine Chapel-~­
Middle Ages?i-
Mexico-ll-
li 
Nature of Democracy, The 
By and For the People·::· 
Democracy at Work* 
Education~~ 
Equality Before tbe La.w~!­
Freedom of Expression* 
Freedom of ReligionJ,r 
Taking Part in the Goverrunent-i:· 
Our Congress 
Our Government 
Pioneer Days;:-
Races of the Union of South .Africa* 
Railroads and the Food We Eat* 
. Railroads and the Homes We Live In-If-
Railroads and Our Mail* 
Report on the News: New York Times filmstrips 
Defense of the United States, Theo~~o 
Farrre rs and Prices{:· 
Half Century of Turmoil* 
Labor in the News;:-
New Face of Japan, The-lr 
Opportunity in Southeast Asia·:;. 
Western Europe Rebuilds* 
Russia-lt-
Story of West Coast Lumber 
Union of South Africe! The Land the People-:~ 
United Nations: 5 filmstrips 
Voyage and Dis coveryo~~ 
War With Spain 
Water Transportation;~ 
Westward Expansion of the United States 
Alaska{:· 
Louisiana Purcl:-JB.se and Florida* 
Mexican Cess ion and Gadsden Purchase·:l-
Nortbwest Territory* 
Oregon Territory;~o 
Orig inal Thirteen States;~ 
Texas.;i-
Westward Movement 
Teaching Procedures 
Know your Children 
Slidefilm in Teaching, The 
Small-City Audio-Visual Department, The 
II 
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Two metal cabinets especially designed for the storage 
of filmstrips were purchased for the director's office. Each 
cabinet is constructed of six drawers which are partitioned 
to accommodate forty-five filmstrips in each drawer. 
The motion picture projector which was donated to the 
school by the Parent-Teacher Association was designed for use 
I in the auditorium; it was difficult to transport from room to 
II room because of its weight. A sixteen-millimeter Am:pro Sty-list 
sound motion picture projector was purchased in December, 1949. 
This machine was of lighter weight, constructed especially for 
classroom use. a metal ~ejection table with adjustable legs 
was purchased for use with the projector. This was smaller 
I and more easily transported than the wooden table designed 
for use with the larger projector. 
I 
A set of five curtains made of black fireproof cloth 
was purchased to permit use of the filmstrip projector and the 
motion picture projector on the same day. Similar curtains 
were purchased and permanently installed in the windows of 
the doors at the rear of the auditorium to shut out light 
which filtered through the openings. 
A relief map of the United States and a World map 
I with semi-elliptical projection were purchased for use in 
I social studies classes. 
I 
Three sets of flat pictures entitled Transportation, 
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A Nation is Born, and Discov e~, Exploration, and Settlement 
we1 ... e acquired. 
A three-speed Califone record pla yer and the following 
records were bought: 
Business Education 
Applied Secretarial Training: Album of 3 records 
Taking Dictation and Transcribing: Single record 
to accompany filmstrip 
English 
Appreciat i on of Poetry: Album of 6 records 
Great Themes in Poetry: Album of 6 records 
Julius Caesar: Album of 11 records 
French 
First Year F'rench and Junior French: Album of 
6 records to accompany text used in class 
Getting Around in French: '.Al bum of 3 records 
Socia 1 Studies 
I can Hear It Now, Volume II: Album of 5 records 
which cover current events from 1945 to 1949. 
This album is the companion to Volume I of the 
same series which covers current events from 
1933 to 1945 and wh ich had been previously do- · 
nated to the school by a parent. · 
You Are There: Battle of Gettysburg: Album of 
3 records 
You Are There: Signing of the Magna Charta: 
Album of 3 records 
Spanish 
El Camino Real: Album of 10 records to accompany 
text used in class . 
A Revere tape recorder was purchased for use in the 
.
1 
Speech department particu·lari.y. 
a series of twen~-one Carlson physiology charts with 
Ia tripod were procured for use in health classes. 
I 
\ A slated globe was obtained for u se in social studies. 
II 
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Several series of slides were rented far Latin and 
World His tory classes. 
A Beseler Vu-Lyte opaque projector was donated to the 
department by the P~ent-Teacher Association in January, 1951. 
Many of the purchases listed above were made possible 
through an additional gift of three hundred dollars, also 
donated by the Parent-Teacher Association. 
Examination of materials and equipment. ~s materials 
were delivered to the school~ the director checked and examined 
each item. Teachers were notified of all such materials and 
equipment by means of the daily bulletin sent from the office. 
All materials ~ich were obtained on an approval basis were 
jl examined, previewed, or auditioned by those teachers who had 
,I 
'I 
I 
I 
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requested them hefore a decision was made as to whether these 
materials were to be purchased. 
Film bookings. At the time of the inception of the 
program~ teachers of French in the Senior High School had made 
preliminary arraq;ements for renting two F'rench films a month 
from the Franco-American Audio-Visual Distribution Center in 
New York City at a cost of five dollars a year. The teacher 
of the home economics classes had selected suitable films for 
her classes from lists of sponsored films. The director com-
pleted bookings of these films. M:any teachers had requested 
I film rentals for use in their sub j ect-ma t t er fi elds, and the 1, 
=- --1==-=- -- - - ====~=~ =ii==---=== 
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I director wrote to tbe proper rental sources to make booking 
arrangements. Although the program was instituted af'ter the 
school year had started , it was possible, by giving a series 
of alternate dates, to fulf'il most of the requests. 
Immediate bookings were obtained on several films f'rom 
the Boston University Division of Teaching Aids by having the 
director pick up and return the f'ilms in person. 
It was necessary to limit fu.e number of films shown in 
the building to .one each day, since there was but one projector 
I 
I which could be t~ansported easily about the school. In 
1
1 instances when films did not arrive on schedule, it was neces-
li sary to use the larger projector in addition to the regular 
II classroom machine. 
I
ll Teachers were asked to subnit requests for films f'or 
1\ the f'ollowing school year in April. To give each teacher 
I 
equal consideration in making up the schedule, it was neces-
sary to ask each teacher to select but one film each montb. 
The director then visited film rental libraries in the 
locality., placed the order for the coming school year., and 
received confirmations of' bookings. Letters were written to 
l
l other rental sources to obtain films wbich were not available 
from nearby 11 brari es. A schedule for each school month 
I, 
I[ j, 
I 
II 
II 
was constructed from large sheets of cardboard measuring 
twelve by eighteen incres, an:l was arranged in caler.dar form. 
I 
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Saturdays, Sundays, and school holidays were omitted from the 
calendar. A single month of such a device is shown here in 
reduced form: 
Ivion. 
1 
8 
15 
22 
29 
Tues. 
2 
9 
16 
23 
30 
Wed. 
3 
10 
1'7 
24 
31 
Thurs. Fri. 
4 5 
11 12 
18 19 
25 26 
as confirmations of film bookings were received, the 
name of the film, the running time, the rental source, and 
the name of the teacher who requested the film were placed 
in the proper space. Teachers were then notified of the dates 
on which their requested films would arrive. When each 
j teacher's program for the coming year was completed, the 
periods during which the film was to be shown and the names 
of the student operators were then added in tha space. In 
this way conft.1sion was avoided ; teachers were able to plan for 
the use of a film well in advance of its booking date. 
Film presentation. There was no one room set aside for 
the use of audio-visual materials, so each film was shown in 
I 
the classroom of the teacher who requested it, if the t _e_a_c_h_e_r's l 
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schedule was so arranged that all divisions of her classes 
could see the film in the course of one day. If a teacher's 
classes were scheduled on different days of the week, it was 
necessary to sh~l the film 
11 during activity period, so 
I the same day. This was by 
collectively in the auditorium 
that all classes could see it on 
no means an ideal situation, but it 
I was necessary to arrange the showings in this fashion so that 
I 
but one day's rental fee was paid on the film. It also pre-
1 eluded moving the projector, screen, curtains, and table about 
I the building to such an extent as would otherwise have been 
'I 
necessary. Fortunately, few such auditorium presentations were 
needed , for the majority of classes were so arranged that a 
teacher met all divisions on the same day. 
Regulations governing the ~ of materials and equip-
ment. Since the director was responsible for all materials 
and equipment owne d or rented by the department, some regu-
lations were necessary to insure their proper use and safety. 
Each teacher who did not o p erate · the projector was provided 
with student operators. Teachers who were familiar with the 
equipment, but 'Who wished to be free to conduct their classes 
and to comment on the material shown,. were also :pr> ovided with 
student operators. Pupils other than those provided by the 
I department were not permitted to operate the machines. This 
I regulation was necessary to avoid experiment at ion which might 
I 
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1 
cause nJury 
equipment. 
to the pupils or cause damage to materials and 
\Nhen a teacher desired the filmstrip projector or 
some other piece of equiprre nt, sre was asked to send her re-
jl quest to the director a few days in advance of the date on 
1
which she wished to use it. It was not recessary to make such 
II advanced plans for tbe use of sch ool-Oitv ned materials as was 
'I li the case with rented films. Teachers could plan to use a film-
strip or other piece of material at t he particular time when 
lit woulrl. a ccomplish its ob jective most effectively. 
,, 
1 Pre paration of the budget. The superintendent of 
schools requests a budget from the head of every department by 
I 
!December first of each year so that these may 'be included in 
:the over-all school budget \'Jh.ich is presented to the Finance 
~~ Board prior to Town Meeting in March. .\ month previous to 
!~December first, the director of the au:l.io-visual department 
aske d each teach er to 1 ist the teaching aids and equipment 
!which she wished to rent or purchase during the coming year. 
:This allowed t :ime for the director to contact the teachers in 
order to show them catalogs and advertisements of new develop-
1ments in materials and equ ipment. If the price of a certain 
!p iece of equipment was so exorbitant or its probable use so 
llllmited that the purchase was not justifiable, it was deemed 
r xp ed ient 
II 
II 
II 
to exclude it from the budget. The director felt 
I 
I 
I 
I 
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that it was more advisable to add one or two pieces of 
new equipment each year and to prove their worth to the edu-
cational p rogram than to make requests w'bich the town was 
finan cially unable to grant. Before the budget was sub-
mitted in its final form, the director discussed the items jl 
t: 
I, 
II 
II 
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1: 
included in the budget with tbe principals of both schools 
and with the superi ntendent in order to acquaint them with 
the number of requests for each it em ani to ob t a in their 
advice. 
Inventory of materials and equipment. A record of all 
materials and equipment was made as each item was purchased. 
Guarantees accompanying each piece of equipment and records 
of t he serial numbers of all mach ires were carefully preserved 
in the event of faulty mechanism which was covered by the 
guarantees. An inventory of all items owned b y the department 
was made at the end of January, at the end of June, and again 
before school started in the fall. Equipment and materials 
were distributed before school each morning. As each was 
sent out, the director kept a record of the room to which it 
was sent, and checked off each item v.hen it was returned 
after school. Prior to the purchase of filmstrip cabinets, 
the fiLmstrips were stored on the shelves of the closet with 
' records and flat p ictures. The photograph on t h e following 
page, Fi gure 11, shcr.rs the closet space available for 
II 
II 
II 
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I 
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FIGURE 11 
CLOSET SPACE AVAILABLE FOR STORAGE 
storage. As the nunibers of teaching aids increased, it was 
necessary to buy cabinets far> filmstrip storage; this 
effected a great saving of space, since each cabinet was 
constructed of a series of six small drawers, each of which 
held forty-five fi~rnstrips. 
Clerical work. Orders for materials which were paid 
for out of the school budget were drawn up by the director, 
submitted to the principals for approval, and sent to the 
office of the superintendent. Here the order was made out on 
the regulation order blank by the secretary and sent to the 
firm which sold the materials. Bills were sent to the secre-
tary and, after approval, were sent to the Town Accountant for 
payment. The secretary kept a record of all money spent, and 
by checking with the secr•etary the director kept informed of 
the balance due the department. 
Materials paid for out of the extra-curricular fund, 
which included the gifts of seventy-five dollars and three 
hundred dollars donated by the arent-Teacher Association, 
were ordered by the director after obtaining approval of the 
principals. Vouchers for checks to cover the cost of these 
teaching aids were made out by the director, submitted . to the 
principals for approval, and sent to the treasurer of the 
extra-c l.ll'ricular fund. The treasurer made out the checks and 
sent them to the dir.ector, who forvvarded them to the 
appropriate firms. A record of the balance on hand in the 
extra-curricular fund was kept by the director in the voucher 
book. 
Although the remainder of correspondence and clerical 
work involved in the administration of the audio-visual 
department was considerable, it was possible, by keeping all 
records in as simple a form as feasible, for the director to 
carry on this part of the work. All rented materials were 
taken to the Post Office by tbe director; they were returned 
to the rental source by Parcel Post for reasons of economy, 
unless the distributor specified that other means be used. 
All parcels were insured, Post Office insurance receipts 
were nQmbered in consecutive order, and the names and ad-
dresses of firms to whom the materials were sent were filled 
in on these slips. They were kept on file, and a record of 
the number of the slip, contents of the package, and amount 
of postage paid was kept in a notebook. Each page of the 
notebook was audited by one of the principals before a voucher 
for reimbursement was presented to the treasurer of the 
extra-curricular fund. 
correspondence was reduced by personal visits of the 
director to film rental libraries for the purpose of schedul-
ing the year's film bookings. If libraries in the vicinity 
were unable to supply films desired, the director wrote to 
1 other distributors and gave a series of alternate dates. By 
placing orders for new equipment and materials through the 
secretary in the superintendent's office, cat>respondence 
carried on by the director was further reduced. 
Bulletins to teachers, informing them of materials 
and equipment available fat> their use, were typed and mimeo-
graphed by the director. These were revised twice a year to 
permit inclusion of recent acquisitions. 
Report to the School Committee. The superintendent of 
schools requested that the director submit a report of the 
work of the department at the end of the first full year of its 
existence. The report informed the public of the inception of 
the program and the reason fat> its institution. The aims and 
ob je cti ves of the program were outlined. The results of the 
survey were included to provide information as to the building 
facilities available which would permit the use of teaching 
aids, and the amount of equipment and material already 
available far use. Purchases made by the department were 
listed, and recognition was made of the interest and generosity 
of the Parent-Teacher ~ssociation. The uses made of the 
materials and their contributions to the educational develop-
ment of the child were described. The immediate needs for the 
department were explained and plans for the future were out-
lined. Appreciation was expressed to the students, teachers, 
1\ 
f -
f·"',, " 
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I custodians, and administrative officers for their cooneration 
I and assistance in the organization and administration .. of · the 
program. The report was incorporated in the yearly report of 
the School Committee which was printed in the Annual Report 
of the Town of Marblehead. 
II. I NSTRUCTION PROVIDED FOR TEACHERS AND PUPILS 
Selection of materials. No formal meetings for in-
service training of teachers were held. Teachers were given 
assistance by the director in the selection of films and other 
rna terials by means of ind i vid t:e.l conferences. Wilson' s guides 
11 
I' and the guides to free materials proved of inestimable aid. ~~ 
Teachers 1 guides accompanying audJ.o-vis ual aids were purchased 1 
and sent to the teachers in advance of the actual presentation 
of materials. All materials which were purchased were ob-
tained on an approval basis, and t eachers who requested the 
rr.e.terials ·made the final decision as to whether purchase was 
advisable. 
Previewing films. This problem presented a major 
difficulty during the first months of the program's existence. 
Due to late delivery, many films arrived in the afternoon after 
teachers had left the building. Since the director had charge 
of a home-room during activity periods, it was impossible to 
preview films before presentation. When films arrived a full 
71. 
day in advance of the booking date, they were previewed after 
school on the day of arrival. Cognizant of the fact that 
educational films should not be shown without proper class 
preparation, the director was faced with the problem of 
either shcming films which had not been previewed or of 
omitting their presentation entirely. It was deemed advisable 
by the principals to show the films and determine whether or 
not some educational benefits were derived from their use. 
Most teachers taught all divisions of their classes on the 
same day, so the first showing of the film was used as a 
preview period. As the film was shown, the teacher prepared 
notes on the content, and, with pupil-cooperation, drew up 
questions on salient points. During the second showing of 
the film, pupils sought to find the answers to their 
questions. Follow-up work suggested further activities far 
the class. 
Representative examples of some work produced by 
students as a result of using educational films are shown on 
the pages following. Twelfth grade students saw the film 
entitled England: Background of Literature, and one follow-
up activity which resulted was a collection of pupil-made 
maps of Egdon Heath which are portrayed in Figure 12. 
Illustrations of the constellations made by seventh 
grade pupils who saw the film entitled The Solar Family are 
shown in Figure 13. 
II 
RIGURE 12 
MAPS OF EGDON HEATH 
F.IGURE 13 
THE CONSTELIJ.ITIONS 
The parents of 0ne pupil lent a film which they had 
taken in France. Ninth grade World History students made 
booklets on France, and a group of these students is shown 
examining the booklets in Figure 14. 
A bulletin board exhibit of flat pictures and a pupil-
made map of France was arranged by this same class. Figure 15 
'
portrays students examining the exhibit. 
An introduction is dramatized by eighth grade pupils in 
!Figure 16 as a follow-up activity resulting from a presentation 
of the film entitled Everyday Courtesy. 
Sevent~ grade pupils made candy after having seen the 
film entitled Candy and Nutrition in their class in household 
arts. Their work is depicted in Figure 17. 
Flat pictures and a pupil-made map werE! produced after 
the film entitled Brittany was presented to Senior High School 
I students in French classes; this work is represented in 
Figure 18. 
Many of the same films were re-ordered for another 
year, thus eliminating much of tbe previewing problem. When 
the director was relieved of homeroom duties, it was possible 
1
: to help teachers preview films during activity periods. By 
!making use of activity periods and of after-school hours, it 
was possible to arrange previews for practically all films 
which had not been used previously. 
FIGURE 14 
BOOKIETS ON FRANCE 
FIGURE 15 
BULLETIN BO!RD EXHIBIT 
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FIGURE 16 
DRAMATIZATION OF AN INTRODUCTION 
FIGURE 1r1 
CANDY-MAKING IN HOME ECONOMICS CLASS 
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FIGURE 18 
PICTURES & MAP OF BRITTANY 
............. ________________________ _ 
Evaluation cards. ~relatively simple evaluation 
card was used to record certain information about films, the 
most important of whiCh information was the teacher's co~ment. 
These cards were arranged in alphabetical order according to 
titles and pr wed helpful in compiling subsequent schedules. 
The card which ap pears below requires little time to complete, 
and has been effective in evaluating films: 
_ ___,~~it le 
Producer 
Running t ime 
Source 
Subject 
Grade 
Evaluation 
Date used 
Teacher 
ConunEn ts 
Examination of materials other than films. Teachers 
who requested materials previewed these items prior to pur-
chase. Oth er teachers who wished to use these teaching a~ds 
':"ere given the opportunity to preview filmstrips, audi tion 
records, an d ex~ine flat pictures. The director arranged 
for these previewing periods to suit the convenience of the 
teachers. 
Demonstration of equipment. During the first year of 
the program teachers were notified of the a.rri val of new 
pieces of equipment, ~nd monthly bulletins informed them of 
the dates on which the equipment would be demonstrated by the 
director. Teachers who wished to learn to operate the 
machines were taught to do so by the director. Individual 
appointments . were made to suit the schedule ofthe teachers 
who requested instruction. Such individual help permitted 
teachers to acquaint themselves thoroughly with the threading 
and operational techniques. Twenty teachers were instructed 
in this· work by the director. Notices were placed on the 
daily bulletin at frequent intervals invlting teachers who 
wished to be so instructed to contact the director for an 
appointment which suited. the convenience of the teacher. 
Pupil participation. There are at present about one 
hundred stud ents Who b.a. ve been taught by the director to 
p repare classrooms for the present~tion of p!:'Ojected materials 
and to opera~e the different pieces of equipment. Two groups 
of student operators are portrayea in Figures 19 and 20 on 
the following pages. Small groups were taught to affix the 
opaque curtains, to set up the screen, and to set up the 
i 
projectors for use. Each student in the group practiced these i 
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operations. The threading and operation of the projectors 
was taught by the director to individual students, since 
I pupils of this age need ample time to practice threading. 
II 
:i 
At the present time, pupils in the learning process report 
before school to assist the experienced operators who intro-
I 
'~I duce them to thew ork and permit them to practice on the 
:I machines under the supervision of the di rector. Figure 21 
s h ows a student projectionist demonstrating the operation of 
the motion picture projector. Figure 22 shows student-
operation of the filmstrip projector. 
III. CA.RE AND DISTRIBUT ION OF MATERIALS AND EQUIPMENT 
I, Preparation of classrooms. Since the director was 
// occupied by classroom teaching duties for five out of six 
1\ 
II 
periods each day , it was necessary to distribute materials 
and equipment before school started at eight o'clock. Pupils 
I 
wh o were trained to operate the equi pment volunteered to i 
I 
:I 
I 
assist in the dis t ribution. Four student operators were se-
lected to serve in this capacity for each week; these students 
arrived at school at seven-thirty each morning, and met the 
di rector at her office. Two students who wished to become 
operators arrived at the same time to watch the proceedings 
and to be taught various phases of the work. Duties of the 
trained operators rotated so that no one pupil performed the 
, same type of work each day . 
I 
Pupils vmo carried the 
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FIGURE 21 
DEMONSTRATION OF OPERATION OF MOTION PICTURE PROJECTOR 
FIGURE 22 
STUDENT OPERATION OF FILL'VISTRIP PROJECTOR 
ll 
projector and the table to the room in which it was to be 
used for the day assumed Charge of setting up the machine~ 
threading it~ and testing it to make sure that it was in 
running order. Students who took the curtains and the screen 
to the classroom set up the screen am affixed the curtains 
to those which were permanently installed. Figure 23 on the 
following page shows a pupil attaching the opaque curtains to 
those which are permanently installed. The students who were 
in the learning process watched the work for the first day to 
learn the proper technique, then took an active part in pre-
paring the room for pr ejected materials. They learned to 
thread the machine by first watching the trained operators 
work, then by practicing the threading under the supervision 
of the trained operators and the director. At all times the 
director was present to supervise the work. Other class-
rooms in which projected materials were to be used were 
prepared in the same fashion. In most instances it was pos-
sible to prepare two rooms before it was necessary for 
student helpers to report to their classrooms at eight o'clock 
for opening exercises and for the activity period which 
followed. In tre event of a delay ~ students reported their 
presence to their homeroom teachers, and were excused from 
the activity period to complete the work of distributing 
and setting up equipment. 
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FIGURE 23 
ATTACHING OPAQUE CURTAINS 
85 
Distribution of teachers' guides. If manuals and 
guides were available fb r use with teaching aids, these were 
sent out to the teachers a few days in advance of the date on 
which they planned to use the material, in order t'b..at they 
might plan the work with the assistance of the guide if they 
so desired. 
Distribution of materials for prolonged use. Materials 
which teachers planned to use over a period of several weeks, 
such as maps, the slated globe, flat pictures, and records for 
use in French and Spanish classes, were sent to the teachers 
upon request. The materials were left in custody of the 
teachers for as long as they wished to retain them, at which 
time the materials were returned to the director for storage. 
A record of the materials distributed was kept by the director, 
and, as these teaching aids were returned, the record was 
checked to indicate the fact. 
Servicing equipment. The head custodian of the building 
was extremely helpful in giving assistance to the director in 
making repairs and keeping the equipment in running order. 
The director assu:rood responsibility for <?leaning and oiling 
machines and for makir;g such minor repairs as replacement of 
belts, bulbs, am fuses • .A supply of spare parts v1as kept 
available in the director's office. The motion picture pro-
jectors were sent to the service agency from v.h ich they were 
purchased for checking at the end of the school year. ~~en 
major repairs were necessary, this agency performed the work. 
IV. PUBLICITY 
Add~ to parents and teachers. After the program had 
been in operation for two months, the director was invited to 
acquaint the parents and teachers with plans for the newly-
iD...s tituted department at a monthly meeting of the Parent-
Teacher As soc iati on. Services which had been supplied were 
discussed and plans f cr the future were presented . A fashion 
show was planned for the next meeting, tre proceeds of which 
were to go to the aud.io-visual departrrent. The show was held 
and proved to be a great success. Three hundred dollars 
were raised fer use in audio-visual education; this money was 
used for the purchase and rental of several of the teaching 
aids described previously in this chapter. 
Pupil-interest in the work. Utilization of teaching 
----- -- --- ----
aids in t h e classroom provided valuable publicity for the pro-
gram. Pupil-interest was of major importance in acquainting 
parents and teachers With the educational potentialities of 
audio-visual techniques. Wider use of materials resulted after 
teachers became aware of tl1e possibilities of tbese teaching 
I aids. 
I 
r 
Demonstration of the opaque projector. The Parent-
Teacher .As soc iat ion gave a series of parties, the purpose of 
which was to raise money for an opaque projector. The money 
was raised within a few months, and a Beseler Vu-Lyte opaque 
projector was presented to the department. The d irector de-
monstrated the projector to the teachers and parents who 
served on t h e committee to raise the funds, and demonstrated 
it a8ain at a regular monthly meeting of the Parent-Teacher 
Association. Both teachers and parents were extremely en-
thusiastic over this rna chine and requests for its use in the 
classrooms were made immediately by teachers. Parents were 
very much interested in the p rojector, discussed its possi-
bilities, commented favorably on the value of using teaching 
a'ids, and expressed appreciation for the work of the 
department. 
I 
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CH!Pl'ER V 
REC01mENDATIONS FOR THE FUTURE 
I. ADMINISTRATION 
Need for future planning. In a rapidly growing communi- , 
ty, .· as is the case in Marblehead, the number of children 
entering the public schools is greater each year. Thus, it J: 
is necessary that each teacher assume the maximum amount of 
teaching responsibilities. If the work of the director of 
the audio-visual program is carried on in the future in con-
junction with full-time teaching duties, the possibility of 
expanding the program to any great extent is rather remote, 
due to the limitations of time. In the event, however, that 
Ji more time is made available for the work of the department, 
I
' plans for future expansion should be prepared by the director. 
I
I Long-range planning is essential to the successful operation 
and expansion of any pro gram, and particularly so in the case 
of the audio-visual program. The purchase of new equipment 
and the replacement of old should be spaced over a period of 
I 
I 
years so that the financial burden in any one year is not ex- II 
IJ cess ive. In-service training should be carried on continuously 1: 
since new materials, equipment, am techniques are constantly 
I 
I 
I 
11 being developed. Teachers should be provided with the oppor- I 
tunity .of using teaching aids with a minimum of effort on J 
I ~ _ 0 ~ 
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their part, and the director must plan to provide the neces-
sary services. The objective of the department is to perfect 
present practices and to expand the program to such an extent 
that it will function smoothly and effie ient ly, in order that 
each pupil may experience the maximum of educational benefits 
from the work. 
Preparation of the budget. The preparation of the 
budget i s one of the major responsibilities of the director. 
In Marblehead, the superintendent of schools requests a budget 
from the head of each department by December first so that 
these may be .included in the over-all school budget which is 
presented to the Finance Board prior to Town Meeting in March. 
The directOI' will request each teacher to submit a list of 
teaching aids and equipment which she wishes purchased or 
rented during the coming year. It is advisable that these re- . 
quests be sent to the director at least a month previous to 
December first, as has been done in the past, to allow ample 
time for conferences between the director and the teachers . for 1 
the purpose of discussing the advisability of such purchases 
and rentals. New developments in audio-visual materials and 
equipment should be described, and, if possible, demonstrated I 
I to the teachers by the dl.r ector so the t thoughtful and care- 11 
I fully considered requisitions may be made. Provision will be I 
II made in the budget for the_ purchase of new pieces of equipment, 11 
II I[ 
I \1 
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replacement of old machines, purchase of both visual and aural 
aids such as filmstrips, records, transcriptions, charts, maps, 
globes, and flat pictures, rentals of films and slides, and 
repair work on equipment. 
Selection of materials and equipment. Edgar Dalel 
states that it is not the job of the director to select the 
teaching materials, for these depend upon the objectives of 
the school •. He suggests .that teachers sl:lould be represented 
on committees to choose materials of instruction and that the 
judgment of students should be obtained as well. Teachers of 
the. same subject areas should be asked to meet with the 
director to see pieces of new equi~ent demonstrated in the 
classroom under the same conditions which will prevail when 
the machines are used with pupils. This committee should pre-
view and discuss the films, filmstrips, records, flat pictures, 
and other materials which are available for use in that partic-
ular . subject. A decision should be made by the teachers as to 
which teaching aids are most suitable for each grade taught. 
Repeated use of the same film or other audio-visual device 
will be avoided and teachers will have knonledge of the 
materials best suited to the grade level of the pupils. The 
director should obtain equipment and materials on an approval 
1 Dale, op. cit. , PP• 472-74. 
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basis for the committee meetings. Vfuen decisions have been 
made by the teachers as to which materials should be used in 
specific grades, these materials should be used in the class-
rooms in . order to obtain student reactions and evaluations. 
A report of the recommendations of the teachers and pupils 
should be made to the superintendent of schools by the 
director to acquaint him with the advisability of future 
purchases. 
allocation of money. Money available for the use of 
audio-visual education should be so distrib.lted that equal 
consideration is given each teacher and each department. No 
one type of teaching aid should be used to the exclusion of 
others. Educators advise that over-emphasis on the use of 
films is prevalent, particularly in newly-organized audio-
visual programs, and that less expensive materials may be 
available which accomplish the desired objective effectively. 
Purchase of materials and equipment. The c1lll.stomary 
procedure of placing orders through the office of the super-
intendent of schools will be followed in the future. After 
obtaining the recommendations of the teachers, the director 
will visit supply houses which are within reach and will 
examine catalogs of firms which offer audio-visual materials 
for sale in order to submit prices of such teaching aids as 
I, 
I 
are under consideration. Frequently there is a difference in 
the price quoted by one firm from that of another. The 
director may act in an advisory capacity in suggesting the 
source from which materials may be obtained as inexpensively 
as possible. 
Inventory of materials and equipment. A careful record 
of equipment and materials will be kept by the director. 
Guarantees accompanying all equipment and the serial numbers 
of all machines will be preserved. An inventory of all equip-
ment and materials owned by the department will be made in 
January, in June, and again i.n the fall before school Glpens to 
make sure that all articles are at hand. 
Evaluation of materials and equipment. An evaluation 
of teaching aids is an important part of the work of the audio-
visual department. Paynel states that this important step is 
too often left undone and that no attempt is made to discover 
whether attitudes have changed or skills have improved as a 
result of using a particular teaching aid. He feels that an 
evaluation assists the teacher in analyzing the work just done 
in order that it may be done more effectively next time. 
Teacher-evaluation of materials will be continued, and more 
1 Payne, op. cit., p. 82. 
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thought wi 11 be g iven to pupil-evaluation, for students often 
make surprisingly mature comments on the quality of the 
material and on its rranner of presentation. Details over-
looked by the teacher are often brought to light by such 
pupil-participation in the evaluating process. 
In the future, a five-by-eight inch evaluation card will 
be used with each film presented, since it will permit the 
inclusion of mere information than the three-by-five inch card 
which is used at the present time. A sample of the new evalu-
ation card is given below in reduced form: 
Title 
Producer 
Running time 
Source 
Subject 
Grade 
Accuracy of content 
Appropriate vocabulary 
Best uses of film: 
·1. Initiating a unit 
2. Developing the major concepts of a unit 
3. Enriching or supplementing a unit 
4. Summari zi J:1g or reviewing 
General evaluation 
Excellent Good Fair Poor 
Date used 
Teacher 
Comments 
M· L. Goettingl has devised a rating scale for class-
room motion picture films v.hich would be especially helpful 
in evaluating films which are to be purchased. In a system 
as small as the one in Marblehead, it is not practical from a 
financial viewpoint to pur cba.s~ films; there fore, the simpler 
form as shcmn here will be used in the evaluation of rented 
films. In the event of future purchases~ an evaluation card 
based on tbat suggested by Goetting will be used, since the 
quality of sound, quality of photography, and content of 
sound would be major considerations. 
Film bookings. Film schedules will be prepared in the 
spring for the following year in order to insure obtaining the 
film desired at approximately the time when the teacher can 
use it to best advantage. The school calendar which qas been 
used in the past will be prepared to record the title of the 
film, running time, source, teacher's name, periods when the 
film is to be presented, and the names of student operators. 
In the event of more motion picture projectors being added in 
the future, a similar calendar for each projector will be 
prepared. This has enabled the director to schedule films for 
a year with no confusion, and the practice will be continued. 
1 Vlihen 
II 
future bookings are made, the director will visit film 
I ---------------
1, I 1 M· L. Goetting, Laborator~ Manual am Workbook in 
1
,
1 
Visual Education (Waco, Texas: Baylor University Press~ B"aylor I 
Universrry; 1948), p. 149. 
I - I 
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libraries in person to arrange the schedule; this bas proven 
a time-saving method to reduce correspondence and obtain 
L11media te confirmations on bookings. 
Pupil participation. Greater pupil participation in 
the work will be permitted in the future; more seventh and 
eighth grade boys and girls will be taught to operate the 
various pieces of equipment. This practice will assure a 
large number of well-trained operators as they advance in 
Senior High School. The opportunities for pupil participation 
will be broadened to include more p upils who have been dis-
ciplinary problems; this has been tried ~n the past and has 
The training of student operators Will continue accord-
ing to the plan descl"ibed in the previous chapter of this 
paper. The director will supervise all classroom preparations 
for the use of projected materials; all student help will be 
voluntary and wi 11 be performed on a weekly bas is, with the 
work of each individual pupil rotating each day. 
Student projectionists will be supplied if teachers so 
desire; as far as possible, operators will be selected from 
( . 
pupils in the class using the teaching aid, thus obviating 
the necessity for operators being drawn from study periods. 
In the event that no pupil in a particular class has been 
trained in the worlc, only those pupils whose school work 
is of the quality which 'rlll permit them to use study periods 
for any purpose other than the preparation of assignments 
will be permitted to act as projectionists during study 
periods. 
Clerical work. Students in .Senior High School who 
wish to volunteer to assist in clerical work will be permitted 
to do so. Notices to teachers and copies of the school catalog 
of teaching aids will be typed and mimeographed by student 
helpers. In addition to the film evaluation cards which pro-
vide a record of all films shown since the department has been 
in existence, a cross reference file consisting of cards, one 
for each teacher, will be prepared. These cards will contain 
a listing of all films which each teacher has shown during 
the year; this will provide a check to insure each teacher's 
receiving a fair distribution of the fiLrn allotment, and 
will preclude over-emphasizing this phase of audio-visual 
work on the part of any one person. 
Three-by-five inch cards will be used to compile a 
card index for each piece of equipment and each teaching aid 
owned by the department. · The name of each article will be 
listed on a separate card; on the day that one of these aids 
is distributed to a teacher, the name of the teacher and the 
date on which it is sent from the office of the director will 
' be listed on the card which will be removed from the file 
until the article is returned, at which time the card will be 
replaced in the file. This provides a time-saving means of 
locating each p iece of material at any time and precludes the 
necessity for listing articles which are distributed each day. 
Parcel Post insurance receipts will be preserved by 
the director accordi ng to the plan followed to date; a record 
of postage paid will be kept by the director and \till be 
audited by one of the p rincipals. 
Evaluation c~ . will be prepared for filmstrips, 
records, and sets of flat pictures. As other teaching aids 
are purchased b y the department, evaluation cards will be pre-
pared for each item. Each card will contain the name of the 
article, the grade and subject for which it is suitable in 
the opinion of the teaCher, and a comment on the value of the 
teaching aid. Althou gh it is desirable for each teacher to 
preview or audit ion the teaching aid she wi sbes to use, 
evaluation cards will prove valuable for screening purposes. 
It wi 11 not be necessary for a teacher to spend valuable 
time in locating the type of aid which she wishes to 
examine~, 
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Report to the School Committee. If 'formal reports to 
the School Committee are requested of the director in the 
future, an opp ortunity will be provided for the director to 
interpret the work of the audio-visual department not only 
to the School Committee, but to the community as well, since 
all departmental reports are published in the Annual Town 
Report which describes the work of all town departments. A 
report of audio-visual work should be visualized to make the 
report more vi tal ani realistic to the public. Photographs 
of students engaged in the work of the department might be 
made by pupils who are interested in photography if time is 
available for the formation of a photography club. Pictures 
of pupils operating pieces of equipment would acquaint the 
public with one phase of pupil participation. Photographs 
of some of the WCX"k which is accomplished as a direct result 
of the use of audio-visual aids would be particularly en-
lightening, and would provide concrete evidence of the effort 
made by tbe school to provide for i ndi vidual differences in 
pupils. 
II. EDUCii.T ION 
In-service training of teachers. Many teachers today 
\I are reluctant to institute the use of audio-visual materials 
II 
II 
in their classrooms because of a lack of pre-service training 
in this phase of education. Relatively few normal schools 
II 
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include training in the use of audio-visual materials~ and 
many colleges ba ve no organized program in this particular · 
phase of teacher-training. Noel and Leonard1 state that 
official recognition for teacher-training in audio-visual · 
education is found in the adoption of the certification regu-
lation by the California State Board of Education on 
January 4~ 1946. Briefly stated, this regulation requires 
that institutions which are to be considered for approval to 
offer training and to make recormne ndations for credentials 
ranging from kindergarten through junior college work must 
m:tintain a c curse, C!r' the equivalent~ of two semester-units 
in value in audio-visual-radio education, and that the insti-
tution must require that each applicant for such credentials 
successfully complete such a course. 
Such requirement is the exception, not the rule, and 
most teachers in service today feel a natural hesitancy to 
use materials about which their knowledge is insufficient. 
Weaver and Bollinger2 believe that one of the out-
standing problems of any program involving visual aids is the 
adequate training of teachers to appreciate, to make~ and to 
use properly these visual materials. Progress in the field 
1 Elizabeth G. Noel and J. Paul Leonard, Foundations 
for Teacher Education in A.udio-Visual Education (Washington~ 
n;-c.: American Councir-on Education Series~I947)~ p.iv. 
2 Gilbert G. Weaver and Elroy w. Bollinger, Visual Aids, 
Their Construction and Use (New York: n.van Nostrand and 
_9~ a:n~u ~~ 1949 , -:---:3'34. --==-=============IF==-==~=--=~ 
will be slow unti 1 the classroom teacher is trained in these 
respects, and until such time as teachers and supervisors 
are well acquainted with the possibilities of teaching aids 
and are able to evaluate them as teaching tools. 
The administrator of an audio-visual program must pro-
vide for in-service training of teachers if the program is to 
function properly. It has been the experience of the director 
that teacher-interest in, and enthusiasm for, these teaching 
aids needs little stimulation in Marblehead. The teacher 
who has had no formal training in audio-visual education, 
however, appreciates help in locating the sources of materials, 
in their selection and proper use, and in the operation of 
equipment. 
Operation of equipment. Teachers who have expressed a 
desire to learn to operate the equipment have been taught to do 
so by the director; to date, twenty teachers have learned to 
operate the sourrl motion picture projector, and all teachers 
who have used filmstrips have been taught the operation of 
the projector. Experience has proved that individual in-
struction , while time-consuming, provides the most effective 
results, and this practice will continue in the future. A 
bulletin which requests that teachers who wish to learn to 
operate a c·ertain piece of equipment contact the director for 
an appointment will be placed on the daily notice which is 
sent to each teache~ from the principal's office. The 
director will then make the appointments as requested, demon-
strate the equipment, and allow ample ti me for the teacher to 
practice the operation. It is advisable to practice threading 
the motion picture projector several t irnes unti 1 the teacher 
I feels that she has mastered the technique; such appointments 
I will be made for after-school hours so that teachers will feel 
free to practice for as long a period as they desire. 
In tbe future, teachers who plan to use the motion 
picture projector will be requested to learn its operation. 
1 
The practice of providing student operators will be continued 
so that the teacher may feel free to conduct the class as she 
desires, but experience has proved that it is valuable that the 
teacher understand the operation of the machine. If a student 
\ experienced some difficulty with the equipment, the director 
was called from teaching duties to remedy the trouble. This 
involved notifying the principal who then had to provide some 
person to take over the class. Proper teacher-training 
should prevent this disrupt ion of the school schedule. As new 
teachers enter the system, they will be taught to operate the 
equipment at the start of the school year so that they may 
I 
\avail themselves of the opportunity of using teaching aids. 
I 
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Organization of courses. Teachers in the Marblehead 
system may earn a study-bonus of one hundred dollars b y sue-
cessfully completing six semester-hours for courses which 
have been approved b y the sure rintendent of schools. In-
service training of teachers may be advanced by the organiza-
ti.on o-t courses in audio-visual education. ',the director 
should obtain pe nnission from the superintendent to apply to 
a recognized university for the organization of such a course 
or courses. Boston University has offered such courses given 
1l in communities where a sufficient number of teachers were in-
1
1, 
•
1 
terested in partie ipating. The convenience of having the 
I work presented in their own communities plus the realization 
of the practical value of work in audio-.visual education 
I 
I 
would make such courses doubly attractive to teachers. 
Noel and Leonard state that proper utilization of 
audio-visual materials calls for more, rather than less, 
preparation and participation by the teacher. Following is 
a statement of basic requirements for teaCher competency in 
the field as sug gested .by the authors: 
Knowledges and Understandings 
1. Philosophical and psychological factors under-
lying the use of audio-visual materials and 
equipme.nt in the c.lassroom 
2. Results of research studies, past and present, 
in the field and their implications for 
instruction 
I 
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3. Physical characteristics and nature o'f the 
common types of amio-visual materials and 
equipment, and the educational values and 
limitations of each. 
4. Types of audio-visual materials available 
in the specific area of the teacrer's in-
terest and their potential educational worth 
and uses. · 
5. Sources of materials and equipment: local, 
national, and internationaL 
6. Principles of good teaching that affect the 
selection and use of these materials. 
7. Processes involved in the product ion of some 
of the simpler materials, such as mounted 
prints, handmade slides, filmstrips, and 
photo graphs • · 
8. Methods of procuring, storing, filing and 
maintaining tm various kinds of materials 
and equipment • 
9. Principles and procedures for setting up an 
audio-visual education service in a single 
school or in a school district; how a teacher 
can use that service; ani the teacher's res-
ponsibility for cooperating with the department. 
10. Background and development of audio-visual 
education that have a relation to current trends 
and practices in the field. 
Skills and Abilities 
1. Appraising toe educational worth, technical 
quality, photographic characteristics, and com-
mercial aspects of audio-visual education. 
2. Selecting audio-visual materials to meet 
pupils' needs and the purposes of instruction. 
3. Using audio-visual tools effectively in a 
classroom situation. 
===#=j~=-~ 
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4. Evaluating the effectiveness of the use of 
these materials in teaching situations; 
modifYing and improving future instructional 
practices on the oasl.s of such evaluation. 
5. Assembling and operating various kinds of 
equipment and performing simple servicing 
operations such as lubrication and replacement 
of lamps. 
6. Providing and arranging the best physical con-
ditions possible for using these materials. 
7. Planning and successfully executing a field 
trip or excursion. 
8. Producing simple materials such as mounted 
prints, slides, posters, charts, graphs, 
models, collections of natural science materials, 
and preparing exhibits and displays. 
9. Displaying materials effectively on the bulletin 
board in the classroom, and in other appropriate 
loca tiona. 1 
No one course will cover the requirements as stated 
a bove, but the director might organize a aeries of three 
I courses, one in the use of teaching aids, one in laboratory 
I 
II 
I 
I 
work in the operation of various pieces of equipment, and a 
third in the production of auiio-visual materials. It is 
well known that teachers are inclined to teach as they are 
taught, not as they are taught to teach. Such c our sea should 
prove to be of inestimable value because they are not pre-
sented on a purely verbal level. Instructors in these courses 
1 Noel and Leonard, op. cit., pp . 2-3. 
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use audio-visual materials so that teachers will learn about 
such materials from "the materials themselves, and opportuni-
ties for practice, demonstration, and the use of materials in 
specific situations are given. 
Curriculum revision. The director is provided with an 
oppor•tunity for service when tbe curriculum is revised by 
offering to assist committees working the project. Catalogs 
of materials available in each subject should be obtained by 
the director for examination by "the co~mittees. Teaching aids 
considered worthy or investigation should be obtained on an 
approval basis. Such materials as are purchased should be 
listed in the proper place in the new courses of study so 
that teachers will have a variety of suggestions of teaching 
aids from which to choose. As new materials are produced, 
the direct or should call these to the attention of the heads 
of departments so that such aids may be added to the ever-
changing courses of study. 
Teachers' guides. Guides and manuals to aid in the 
use of films, filmstrips, and records have been collected by 
the director. Free, or sponsored, films are often accompanied 
, by guides which are sent with the understanding that they may 
be kept pe~1anently; these are filed in alphabetical order of 
:lOS . 
I the title and are sent to the teachers a few days before they 
II are to use the films. As new guides are sent, they will be =========11======~==========~~====~==~======~==~==========================*-==-=-=·~=-==-=-= ---- ---··--
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!! added to the file. Film libraries seldom distribute teachers' 
guides with rented films since the guides are not always re-
I! 
1turned with the films, but many libraries will lend such guides 
II 
1:to a director so that copies may be made. The director will 
start this work in the forthcoming school year. The assistance 
of pupils in the advanced typing classes will be enlisted; each 
volunteer will be asked to prep are a copy of one guide on a 
master sheet so that it may be mimeographed. 
Literature on audio-visual education. Teacher education 
advanced by the director by making avai 1.a. ble to the 
!!teachers books and magazines which are primarily concerned with 
raudio-visual education. Books and pamphlets, some o·f which are 
liowned by the director am some which have been purchased by the 
!
!department, are in the office for the use of the teachers. 
These are as follows: 
II 
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Audio-Visua 1 Methods in Teaching by Edgar Dale 
Audio-Visual Aids to Instruction b y William Exton, Jr. 
Laboratory Manual and V/"orkbook in Visual Education by 
M· L. Goetting 
Handbook for the Audio-Visual Program compiled at the 
Audlo-Visual Center, Indiana University 
The Principal and Audio-Visual Education issued by the 
Department of Elementary School Principals of the 
N·E·A· 
Educators Guide to Free Films issued by the Educators 
Progress SerVIce;--R'andolpb., Wisconsin 
----- -=-=== 
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Guide to Free Curriculum Materials issued bythe 
Educators Progress S"ervice, Randolph, Wisconsin 
Educators Guide to Free Slidefilms issued by the 
Educators Progress Service, Randolph, Wisconsin 
Educational Film Guide pUbliShed by the H. W. Wilson 
Company--
Filmstrip Guide published by the H. lfl .Wilson Company 
Complimentary copies of two magazines, Audio-Visual 
Guide and School Films, have been sent to the director, and 
these are also in the office for the use of the teachers. 
Next year the director will purchase two textbooks, 
The Audio-Visual Handbook by Ellsworth C.Dent and Audio-Visual 
Aids to Instruction by Harry c. McKown and Alvin B. Roberts. 
The department wi 11 subscribe to two magazines, Educational 
Screen and Audio-Visual Guide. By building a library of 
books and magazines which deal with audio-visual education, 
the director Will advance teacher-training. This literature 
will be kept in the office of the director for the use of the 
teachers; t he office is fairly cent rally located so that 
teachers in both schools wi 11 have access to the material. 
The practice, followed in many schools, of placing such liter-
ature in the teachers 1 room is not the best p lan in this 
sys tern since there are three such rooms. Thus, the books and 
ma gazines, scattered in these rooms, would not be available 
to all teachers at all times. \'Then space is available for the 
specific use of audio-visual education, it would be advisable 
to have one section set up as a library for this type of 
1 ·("'~ ~--UC"~ 
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material. 
Exhibits arranged ~ the director. The director plans 
to have four exhibits on display next year, with one exhibit 
arranged at the end of each of the four terms. The first will 
be an arrangement of photographs taken by students of places 
of local interest in Marblehead. The bulletin board located 
in the central corridor is large enough for a suitable display 
and is generally accessible to all students and teachers. 
The exhibit will be open to all students of both Junior and 
Senior High Schools, and the director and a committee composed 
of student assistants will decide which photographs submitted 
are to be placed on display, excluding only those in which 
the subject is not clearly distinguishable, for it is advisabl 
to have the work of as many students as possible included in 
the exhibit. The purpose of the display is primarily to in-
l1 terest pupils in famous landmarks in the toV'm, thus fostering 
I civic pride. An outcome of such an exhibit might be greater 
pupil interest in the worthwhile leisure-time activity of 
ph ot og rap hy. 
The second exhibit wi 11 be a display of geometric 
models made by pupils in the seventh grade general mathematics 
classes. Models of all materials will be accepted; those 
made of metal, wood, paper, cardboard, wire, pipe cleaners, 
j and soap are easily executed by pupils of this grade level. 
=~------------
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These will be arranged in the large wall cabinet in the upper 
hall of the school. Pupils in the Senior High School geometry 
class created the models shown in Figure 24 on the following 
page and this informal display in the classroom attracted the 
attention of younger pupils who produced some models for use 
in their classes. 
Career books made by eighth grade pupils for their 
work in guidance will provide an attractive exhibit which may 
be arranged on tables in the library so that other pupils in 
the school will have an opportunity to examine the ones which 
interest them particularly. Such an exhibit leads pupils to 
think in terms of future education; Figure 25 shows pupils 
examining flat p ictures and booklets to aid in the selection 
of colleges they hope to attend as a result of having created 
career books of their own. Special interests and aptitudes 
a1~e discussed in the making of these books; pupils often ex-
periment independently along the lines of their interests. 
Figure 26 shows a crystal set made by a student who demon-
strated it in the science class. Figure 27 shows a hook-up, 
made by ninth-grade students, of a cathode ray tube to show 
the effect of magnetism on a stream of electrons and to de-
monstrate the principle of television and of the radar tube. 
The fourth exhibit will be a display of work contri-
buted by ninth grade students of World History. Maps, charts, 
_.fl -ii ( } J ... .i_ ' -
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FIGURE 24 
GEOMETRIC MODELS 
FIGURE 25 
SELECTING COLLEGES 
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FIGURE 26 
CRYSTAL SET 
FIGURE 27 
HOOK-UP OF A' CATHODE RAY TUBE 
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original art work, models, and dioramas are among the many 
types of work which pupils of these classes enjoy creating. 
This display will be arrar.ged in the wall cabinet located 
in the corridor. 
Self-education. The education of the director should 
be a continuous process because of the variety of new 
materials and equipment produced each year. In addition to 
formal courses, the director should visit other audio-visual 
departments for suggestions and ideas. Discussions with 
other audio-visual directors who attended courses with the 
writer of this paper have been extremely helpful, but actual 
visits to other schools should be of great practical value. 
Permission will be obtained f:rom directors in other towns 
and cities prior to visiting their departments. With the 
initial steps of organization completed, the director will 
have an opportunity to attend future meetings conducted 
jointly by Boston University's Division 0f Motion Pictures 
and Visual Aids and the Office of Radio-Audio-Visual Aids of 
the Department of Education in order to obtain suggestions 
for i mproving the department. 
j_:l3 
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III. I NCREASED AND MORE EFFECTIVE UTILIZATION 
OF MAT ERIAI.S 
Principles Which affect the ~lection and ~of 
materials. It is generally conceded that there is no one 
particular meth od of using audio-visual aids which is definite-
l y superior to a not h-er method. The physical nature of the 
device being used and the resourcefulness and i magination of 
t he teacher are the only limits to its method of use. Noel 
and Leonard1 believe that intensive and effective use of 
teaching aids is d ependent on the teacher's understanding that 
his relationships with the pupils 1 the materials h e selects 1 
and the classroom procedures he employs reflect his philoso phy 
and his knowledge of psychology. His reasons for selecting 
a nd using audio-visual materials should be cons is tent with 
modern educational psychology and philosophy. The authors 
list the following psychological principles which will affect 
the selection and use of audio-visual materials just as they 
affect the selection and use of tex tbooks and reference 
materials: 
1. Individuals in any class are in different 
stages of growth. 
2. Each individual has his own rate of growth. 
3. Each individual has certain basic drives. 
4. Each individual h as certain special interests. 
5. Each individual ~cts as a whole, and not with sepa-
rate intellectu~l, emotional,and physical resp onses • . 
1 Ibid. , p. 5. 
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6. Learning must be purposeful. 
7. Learning usually persists to the extent 
that it is used. A person learns what he 
practices. 
8. Activities must be appropriate to the learning 
desired. 
9. There is no learning without interest. 
10. A close relationship exists between interest 
and readiness to learn. 
11. There must be readiness for an experience 
before a pupil will be able to prof'i t from it. 
12. Interest in and enthusiasm for a thing to be 
learned will develop a favorable attitude toward 
what is being learned. 
13. Difficulties in learning may be caused by many 
factors, some of which are outside the pupil 
and may be beyond his control. For instance, 
difficulties may be caused by: 
a. the teacher 
b. the materials 
c. the problem under discussion 
d. the environment 
e. home conditions 
f. poor heal thl 
2 The Audio-Visual Education Association of California 
lists the following six steps necessary for the intelligent 
use of audio-visual materials: 
1. Careful selection 
2. Teacher preparation 
1 Ibid., PP• 25-26. 
2 Audio-Visual Ed:ucat ion association of California, 
!' I :l: .. S 
ll 
Setting g£ Your Audio-Visual Education Prog ram (Stanford, 
California: Stanford University l'ress, 194"9), P• 26. 
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3. Class preparation 
4. Presentation of materials 
5. Follow-up and ap plication 
6. Evaluation of the lesson 
Selection of materials. This Californian Asseciation 
states that, in order to select the materials properly, the 
teacher should see films and films trips, hear records, and 
exami ne prints, models, an:l exhibits to determine whether or 
not these rmterials are appropriate to the ages and abilities 
of the pupils. The teacher should ask the following questions 
to aid in her selection of worthwhile materials: 
Will it be interesting to the group? 
Is it related to work the class is doing? 
Is it helping to achieve the purposes of education 
in a democracy? 
Is it too long? 
Are there too :many ideas an:l too difficult? 
Is the content educationally worthwhile? 
Is it presented so pupils will understand it? 
Can it be used in my classroom?1 
Criteria vmich may be applied to the selection of 
materials are set forth b y Noel and Leonard as follows: 
1 Ibid., PP• 27-28. 
L 
1. Grade levels for which the material is s·uited. 
2. Curriculum areas or subject fields for which · 
it is appropriate. 
3. Educational purposes or objectives which the 
material serves. 
4. Authenticity or accuracy of content. 
5. Validity of general impressions which the 
material gives. 
6. Objectivity or bias of con tent. 
7. Effectiveness ot organization and manner of 
presentation for instructional purposes. 
8. Technical quality. 
9. Strong points and weak points of tr~ material.l 
These criteria will be applie d as the director works 
with teachers to select the teaching aids which will be most 
eff ective in contriblting to the educative progress of the 
pupil. 
Teacher preparation. Study guides which accompany 
some materials will be of help to the teacher in planning 
appropriate methods of using the aid in question. Noel and 
Leonard2 state that the teacher must analyze the nature of 
t h e learnir.g process required for achieving the aims of the 
lesson. If the aim is to develop an und erstanding, the teacher 
must note the parts of the film, record, or other aid which 
1 Noel and Leonard, QQ• cit., P• 27. 
2 Ibid. , PP• 28-29. 
give the key to the aim of the lesson, and focus attention 
on these parts. If tbe purpose of the lesson is to build 
appreciation, the pupil must be led to understand and respect 
the spirit which was the moving force behind the accomplish-
ment. 
Class . preparation. The teacher and pupils should 
dis cuss the reasons for using the materials selected. Readi-
ness for that which is to be learned must be developed by 
rela.ting this new learning experience with previous experiences 
and background of the pupils. The problems which these materi-
~ls mt ght help solve should be dis cussed by the teacher and 
students. Interest and active participation by the students 
may be stimulated by asking pupils to look for definite 
facts, main ideas, general impressions, relationships, and 
new concepts to be gained. The vocabulary should be explained, 
and any additional information or background that will help 
1 
the pupils gain the most from the material should be supplied. 
Presentation of materials. The best environmental con-
ditions for presenting the materials should be arranged 
unobtrusively. Provisions should be made for materials which 
require such special conditions as darkening of the room or 
setting up machines. Equipment should be checked and ready 
1 Ibid. , p p . 29-30 • 
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for use before the class assembles. Informal seating arrange-
ments near the loud speaker or record player tend to create a 
favorable listening situation. 1 The practice of preparing 
rooms before school in the morning will be continued in the 
future; rooms are darkened, if necessary, and all equipment 
is set up and tested before students arrive. Confusion is 
thus avoided, and the teacher and director are assured t h at 
t h e presentation of materials will not be delayed. 
Follow-up~ ~p lication. This. phase of utilization 
of audio-visual materials is most important; by means of 
I 
lj follow-up work the teacher learns vmether or not the pre-
I paration and present at ion of materials have accomplished the 
I 
I educational objectives wh ich she hoped to attain. The teacher 
and pu p ils together should discuss the problems suggested in 
t he preparation period, check on the information acquired, 
correct false impressions, clarify misunderstandings, andre-
view the main content of the material. The pupils should 
discuss Jrnovvledge acquired by previous experiences and make 
I 
pract ical app lication of this knowledge to the problem in 
!1 question. Other audio-visual materials should be used in the 
I 
follow-up work to aid in the solution of the problem. 2 Noel 
I and Leonard suggest that the teacher and pupils together plan 
I 
I op. , _ 1 Audio-Visual Education Ass oc iat ion of California, cit., PP• 27-28. 
\I 
jl 
I 
I 
-2 Ibid." P• · 27. 
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other activities which have been stimulated by this learning 
experience.l Examples of follow-up activities are portrayed 
in the photographs on the following p ages. Figure 28 shows 
eighth grade pupils examining booklets based on the lives of 
famous composers studied in music classes. Models of hydro-
electric plants made by seventh grade students are depicted 
in F igure 29. Illustrated poetry booklets were produced by 
members of an eleventh grade Eng lish class; Figure 30 shows 
a group of tbese students reading the booklets in the library. 
The water cycle was illustrated by eighth grade pupils; 
Figure 31 shows some of their illustrations. The diorama 
shown in Figure 32 was created by a seventh grade student to 
illustrate tbe poem entitled Sea Fever. 
Evaluation of the lesson. Joint evaluation by the 
teacher and pupils is recommended. They should discuss 
whether the material helped achieve the purposes set u p in the 
I preparation period am should s'l\g gest ways of improving the 
I 
next use of aud io-visual materials. The teacher should ap-
praise the entire learning experience and decide whether this 
material h elped achieve the purposes oft he lesson. The 
following questions will help her to evaluate the experience: 
1 Noe l and Leonard, op. cit .. , P• 32. 
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FIGURE 28 
BOOKLETS OF LIVES OF FAM OUS COMPOSEHS 
FIGURE 29 
MODELS OF HYDRO-ELECTRIC PLANTS 
FIGURE 30 
ILLUSTRATED POETRY BOOKLETS 
FIGURE 31 
THE WATER CYCLE 
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F__IGURE 32 
DIORAMA ILLUSTRATING SEA FEVER 
Was it too difficult or too long? 
Were the pupils interested? 
Were the outcomes satisfactory? 
Has the use of these materials given new and 
important infor!ll3.tion, insights, understandings? 
Have attitudes been changed? 
Have skills improved? 
Has behavior changed?l 
If the teacher is dissatisfied with the results of her 
evaluation, she should then determine whether the materials or 
her methods of use were at fault. On the basis of these con-
elusions, the next teaching less on should be planned. In re-
viewing that which has been learned, it is suggested that 
students bring together the salient points in a summary, am 
that pupils ask each other review questions on the problem and 
give conclusions. Review questions should be formulated by 
the teacher in order to help tbe students make comparisons 
and generalizations. The teacher may discover that certain 
attitudes which she did not intend to arouse have developed 
from using the material; hence he r choice of a different type 
of aid will be a necessary result of her evaluation of the 
') 
material.~ 
1 1\,udio-Vis ual Education Assn. of California, .£12. citt. , 
P• 28. 
2 Noel and ~Qnard, op. cit., P• 32. 
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Education and utilization. Education and effective 
utilization of materials are closely allied; teachers who 
have had no pre-service training in the use of audio-visual 
materials may acqu,ire the necessary knowledge for making 
good use of teaching aids by means of in-service training 
which has been discussed at greater len gth in the previous 
p ortion of this chapter. The d irector should make use of 
audio-visual materials and apply the principles of effective 
utilization by showing the film entitled Using the Classroom 
Film and the filmstrip entitled The Slidefilm in Teaching in 
teachers' meetings. 
Ph ysical plant facilities. In planning for the 
f u ture# the director will have no opportunity for improving 
ph ysical p lant facilities for at least· three years, since 
t h e enrollment of the Junior-Senior Hi@:l School will probably 
remain at approximately the same level for that period of time 
as evidenced by elementary school enrollments. If an ad-
dition to the present school is built or a separate Junior 
Hi gh School is erected in the future# the director will re-
quest that one room be set aside for the use of audio-visual 
education. Storag e space is adequate at present, but, with 
the acquisition of new equipment and materials, additional 
room .will be requi r ed. If a classroom were set aside for 
t h e use of audio-visual materials, certain requirements would 
:t 25 
be necessarjr; the room should be large enough to accommodate 
a nonnal-sized class of from thirty to thirty-five pupils and 
should be centrally located. It should be equipped with 
movable desk and cbair units to provide proper viewing and 
listening situations. Lighting provisions should be made 
so that a dim, centrally-located light could be turned on 
while a film is being shown to permit n-ote-taking by the 
students. Sound proof materials should be used to p rovide 
acoustical properties and to insure a gainst disturbing ad-
joining classrooms. Electrical outlets should be installed 
in the front and rear baseboards. Ventilation and proper 
, temperature control should be assured by the heating unit of 
the s~~ool. The room should be equipped with permanently in-
stalled dark wind~/ shades made of fireproof material; a 
large beaded screen sh ould be part of tre room's equipment. 
The electric cord connecting the inoti on picture p rojector 
with the speaker should be attached to the walls or ceiling 
to p reclude fraying of the cord. A speaker shelf Should be 
built at the front of the room beside the screen. ~pro-
jection table to hold machines in the proper position for use 
should be installed in the rear of the room. A series of 
tables or a long workbench should be placed at the front of 
the room so that the record player and tape recorder may be 
1 kept ready for use, as well as to provide room for display 
li 
I 
of audio-visual literature. Closet space should be provided 
for the storage of materials when not in use. 
The usual objections to reserving a room for the pre-
sentation of audio-visual aids wouJfl not hold · true in the 
system under consideration. Pupils in this school change 
classes at tbe end of every periOd; going to a classroom 
equipped for audio-visual materials would be no different from 
going to their other classrooms. There would be no greater 
disrup tion of the school than is normally caused by the usual 
movement about the build ir.g. The provision of one room would 
not be adequate for all requirements in a fairly large school, 
but it could be used for pr ejection purposes while the record 
p layer and tape recorder were being used in other parts of 
the building. Pupils of the school are familiar with labora-
tory procedure; there is no reason to believe that the audio-
visual room wou]d not be accepted as a laboratory, thus 
eliminating the so-called "theater atmosphere 11 if the 
materials are presented correctly. 
plans for future purchase of equipment. A.s has been 
stated, future purchases will be spaced over a period of years 
for financial reasons. An additional filmstrip projector is 
I necessary at the present time, since requests of teachers are 
not filled as promptly as is desirable because of overlapping 
requisitions for the one machine owned_ at present. Two ad-
~ ~Jl7 J __ ,....:<i 
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ditional sets of opaque window curtains with accompanying 
opaque curtains for use in classroom doors are needed so that 
the opaque projector may be used at the same time that the 
filmstrip projector and motion picture projector are in use. 
Two beaded screens will be needed for the same reason. The 
number of films have been limited to one each month per 
teacher since there is but one sound motion picture pro-
jector which can be t~ansported easily about the building; 
consequently, an additional classroom projector is desirable. 
A lantern slide projector will be the next major purchase; 
I materials should be provided by the department so that 
teachers and pupils may make lantern slides at no personal 
expense. The experience of producing their own slides is 
extremely valuable to students, and provides an excellent 
means for correlating art and speech work with the subject 
for which the slides are specifically designed since students 
may tell the story of the slides which they have produced as 
they are projected. a radio and record player combination 
is needed in the music department; this would release the 
small portable record p layer which is now being used by the 
music department for use in the classrooms. Since all pur-
chases are based upon the requests of the teachers, no plans 
have been made for the purchase of portable radios for 
1 classroom use. Radio pro grams have been used rarely as a 
l~~part of school work because of the fact that the school 
i 
I 
periods and the hours when sui table programs are broadcast 
do not coincide. The table model radio ovmed by the school 
has been supplemented by privately owned portable radios when 
presidential inaugurations have been presented, and when 
sports events of general interest, such as the World Series, 
have been broadcast. Eventually, when television stations 
offer a. greater number ofp:rograms designed especially for use 
in the classroom, the necessary equipment will be purchased. 
Teachers are warned that no type of aid should be 
used to the exclusion of other types. Along with projected 
materials, records, and transcriptions, good teachers will 
use such simple devices as maps, charts, flat pictures, 
models, and blackboard sketches. The teacher is further ad-
vised that the use of audio-visual materials is not an end 
in itself, but one of the essential tools for artistic 
teaching.l The director will provide an arunda.nt supply of 
equipment and materials which are varied and well-selected, 
and made readily accessible as classroom needs arise. Future 
purchases of materials will be based on the requests of the 
teachers since they are best suited -to judge which materials 
will give them the maximum amount of help. 
1 Audio-Visual Education in City-School Systems (N.E.a. 
Research Bulletin, Vol. XXIV, No.4, Washington, D. C.: 
Research Division of the N.E.a. of the u. s., December, 1946) 
P• 168 • 
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Film rentals. Previewing films has been difficult to 
arrange at times because of late deliveries to the school. 
In the future, the director wi 11 rent all films for a period 
of more than one day; thus, late de livery of the film wi 11 not 
prevent any teacher. from having the opportunity to ~eview it 
before presenting it to the class. Longer rental periods will 
provide ample time for class preparation, actual showing of 
the film followed by discussion am evaluation, and subsequent 
showings if the teacher so desires. Some film libraries offer 
a reduced rate for a three-day period and for a week's rental. 
The added expense is more than justified, in the opinion of the 
director, by the assurance of more effective utilization of 
the film. 
School ..l£_urneys. At present, the director is unable 
I to offer assistance on school journeys which take place during 
I school hours because of teaching duties. It does, however, 
lie within the province of tbe director to aid the teachel" with 
the necessary arrangements which have to be made. Permission 
for the journey should be obtained from the school authorities, 
from those persons in charge of the place to be visited, and 
from the parents of the pupils concerned. Printed forms 
which students take home for parental signatures may be supplied 
1 by the audio-visual department. The director should make 
~~ every effort to aid teachers in this important, but often 
II ~--- ·-------
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neglected, phase of education, for the field trip offers an 
inexpensive opportunity to present a subject in its natural 
setting or as it actually functions. Each community offers 
a wide variety of concrete experiences. to clarify instruction, 
and more extensive use of such opportunities should be 
encouraged. 
IV. CARE ~ND DISTRIBUTION OF M~TERIAIS AND EQUIPMENT 
Pre~ration of school catalogs. As new materials 
have arrived at school, teachers have been advised of the fact 
by means of a notice on the daily bulletin which is prepared 
in the office of the Senior High School and is distributed to 
each teacher. A school catalog has been typed by the director 
and a mime03rapbed copy given to each teacher. This catalog 
has been revised twice each year to permit insertion of new 
materials under the proper headings. Teaching aids owned by 
the school are 1 ist ed under the following headings with 
materials arranged according to subject matter areas: 
Filmstrips 
Business education 
English 
Guidance 
Health 
Home economics 
Latin 
Library 
Mathematics 
Science 
Shop 
Social studies 
Teaching procedures 
Flat pictures 
Records 
Business education 
English 
French 
Social studies 
Spanish 
Charts 
Globes 
It has been observed that distribution of the catalogs 
has stimulated the use of these materials. Consequently, the 
director will revise the school catalog at each quarter-year 
period in the future. The format of the catalog will be 
changed to that of a looseleaf notebook next year, w_ith each 
type of teaching aid listed on a separate page, thus permit-
ting insertion in the proper sequence of separate pages on 
which are listed new materials recently acquired. ~ saving 
of time will be effected by this procedure since it precludes 
the necessity for re-typing lists of materials comprising 
previous issues of the catalog. Once the first typing is 
completed for the nevv farm, master sheets may be preserved 
and additional mimeographed copies may be ~oduced when 
necessary. 
Distribution of materials and equipment. It has been 
the practice in the past to permit four experienced student 
helpers, accompanied by two pupils who wish to learn to 
become operators, to assist the director in the distribution 
of materials and equipment. The group of four students changes 
each week, with the type of work rotating daily. The two 
pupils in the learning process remain on duty until they are 
able to perform the work in a :m9.nner sat is factory to them-
selves and to the director. When the technique has been 
mastered, they in turn become a part of the experienced group 
which is then assisted by two new pupils. Since there are 
but two screens and two sets of opaque curtains available, 
the preparation of classrooms for the use of projected 
materials has been limited to two each day. The director 
accompanies the pupils to the classrooms and all work is done 
under her supervision. It has been possible to complete room 
preparations before school each day unless some unforeseen 
delay occurred. If a teacher wishes to dismantle the room 
during the day she is privileged to do so. If not, the same 
group which originally distributed the materials in the 
morning returns them to the office of the director at the close 
of school. This allows projectors ample time in which to cool 
so that bulbs will not be broken by moving the equipment while 
it is hot. The director has attempted to follow the 11 4 R's" 
suggested by the Audio-Visual Association of California1 to . 
1 Audio-Visual Education Association of California, 
op. cit., p.4. 
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make sure tba. t the 
Right materials and equipment get to the 
Right place at the 
Right time, and that they are used in the 
Right way. 
The procedure for distribution which is d ascribed above has 
worked successfully and will be continued in the future. 
Storage or materials and equipment. All pieces of 
e~uipment and teaching aids other than those which teachers 
keep in their classrooms for a long period of time, such as 
maps, foreign language records wnich accompany the texts, 
and the slated globe, will be returned at the close of school 
to the office of the director. · This office with an adjoining 
closet provides adequate room for the storage of materials; 
both are equipped with locks and there has been no loss of 
any articles. 
~pairing and servicing equipment. Major repairs on 
equipment are made by the service agent authorized by the 
manufacturers. At the close of tlw school year the repair 
service calls for the motion picture projectors far complete 
-c-hecking and servicing; these are returned to the school prior 
to the opening in the fall. This practice will be continued 
in the future since it insures the machines' being in p~rfect 
running order at the start of the school year. 
======== - -·=-=-=-=--=-==#==-=-=-=-=-- -
Minor repairs are made by the director when necessary. 
Ext ens ion cords are kept in repair by the head custodian of 
the building, and belts, bulbs, and fuses are replaced by the 
director. It is advisable to k eep on hand a reasonable supply 
of these replacement parts, with two or three bulbs of each 
size kept available. Student operators will be taught to 
make these replacements in the future, since the practice of 
calling the director from classroom duties will thus be 
avoided. 
It is advisable for one person to be responsible fCB:' 
the simple, but often neglected, task of oiling the projectors; 
t he director will continue to assume this responsibility. 
Instructions regarding the maintenance of these machines are 
outlined in the instruction booklets supplied by the manu-
facturers, and the projectors have been kept in good order by 
following these instructions. If the responsibility for this 
task is placed on student operators, unless i t is done 
directly under the supervision of the director, difficulty 
from over-oiling or neglecting it is apt to result. 
Cleaning the lens with special lens tissue and clean-
ing the fi 1m g ate with a soft brush will be performed by 
student helpers as they pack the equipment for distribution 
in the morning. 
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Splicing films. The school owns no splicing equipment 
at present; it is advisable to purchase this material in order 
to provide service for film rental libraries which have been 
most cooperative in arranging fi 1m schedules. To date, films 
have been mended with masking tape rather than with any trans-
parent tape so that the examiner could easily identify the 
mended section when it was returned to the rental source. Al-
though films mended in this way usually run through the pro~ 
jector with no difficulty during su"fb,sequent showings, as a 
matter of courtesy the school should assume the responsibility 
for splicing when it becomes necessary. Student operators 
could learn to do this very easily during the re-winding 
operation if proper equipment were supplied. 
V. PUBLICITY FOR THE I'ROGI®Ii 
Need for publicity. Seatonl states that the development 
of an a~dio-visual program is a job of public relations and 
selling. The director often finis that the establishment or 
the continuation of a program is merely a concession to new 
ideas and that it exists on sufferance. The writer of this 
booklet also states that a large part of the director's job is 
selling the idea to tbe administrative officers and to the 
faculty. When teachers and supervisors become aware of the 
1 Seaton, op. cit. , PP• 16-17. 
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usefulness of the materials available, wider and better use 
results. 
The need for publicity work for the program in 
Marblehead seems to be, not the usual selling; job to justify 
the existence of the prog ram, but the problem of acquainting 
the public with the work of the department as a form of s er-
vice to the taxpayers. There is no opposition to the continu-
ance of the program; pupils, teachers, · and administrative 
officers are extremely helpful in furthering the work. ~s has 
been stated, time is limited when a full teaching program is 
carried on in conjunction with the work of the department. 
To undertake publicity work, as such, requires careful planning 
and painstaking execution so that a true picture of the edu-
cational values of audio-visual work is p resented. Any great 
amount of time taken for publicity work in the fonnal sense 
would mean that valuable time had been taken from the actual 
administrative duties which would be detrirne ntal to the pro-
gram. Under the present set-up, however, there are several 
ways of informing parents and other townspeople of the ob-
jectives of the p rogram and of the educative values derived 
from it. 
Bulletins to townspeople. One of the most effective 
ways of disseminating this information is by means of news-
paper articles printed in local papers. News of the schools 
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is usually read with interest, and brief periodic articles 
informing the public of recent acquisitions by the department 
and the use to which ·they are put provide the director with 
one form of p ublicity which is not time-consuming. Similar 
articles should be prepared b y the director, mimeographed, and 
sent to the parents. 
Demonstration of audio-visual teaching aids. A 11 school 
ni ght" should be p resented at one of the regular meetings of 
the Parent-Teacher Association. One of the criticisms of the 
As s ociation has been that speakers often lecture on education 
in general rather than upon the specific problems encountered 
in the Marblehead system. .A. demonstration of the use of 
teaching aids is one of the most interesting and effective 
means of acquainting parents with some of the methods used to 
provide for individual differences in pupils. For a demon-
stration of this type the director plans to show pupils engaged 
in the following activities: 
1. Preparing rooms for the presentation of pr>ojected 
materials 
2. Operating the motion picture projector by showing 
a typical educational film 
3. Presenting a filmstrip which deals with the same 
general subject, but which presents it in a dif-
ferent manner 
4. Arranging an exhibit of models, charts, and graphs 
wh ich were pupil-made as a result of having used 
audio-visual aids 
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5. Playing a recording or transcription on the 
record player 
6. Recording a playlet on the tape recorder and 
playing it back for the audience 
7. Demonstrating the use of the slated globe for 
teaching physical geography 
8. Presenting a collection of flat pictures by 
means of the opaque projector 
9 • .Arranging a bulletin board exhibit of cur rent 
news items connected by ribbons to an adjacent 
map, thus showing that part of the world with 
which the item is concerned 
10. Arranging the series of photographs contained 
in this paper which show pupils partie ipating 
in various phases of the program 
It is the belief of the director that a demonstration 
of this type will show more realistically than any other 
method the value of teaching aids and their contributions to 
the educative process. 
Pupil participation. This is in itself a form of pub-
licity for the program. Chronic absence on the part of four 
pupils who formerly stayed out of school for reasons other 
than illness has been checked by allowing these students to 
assist in the work. Pupils tend to discuss the day's acti-
vities at home, and parents present at Parent-Teacher 
Association meetings have commented favorably upon this pupil- j 
interest in tbe program. 
===II==-~ 
Addresses. The director should be willing to inform 
teachers and parents of the aims of the department and of the 
contributions ns.de by the program to the educational . objec-
ti-voo of the curriculum. Demonstrations of equipment and 
materials encourage the use of these teaching aids and is a 
good means of securing favorable publicity within the teaching 
group. Teachers' meetings and meetings of the Parent-Teacher 
Association offer the director opportunities to publicize the 
work and to answer questions regarding it. 
Effective utilization of materials. If the director 
supervises tbe details of the program so that it functions 
smoothly and relieves teachers of the added burden of obtaining 
the materials at the right time, teachers will be encouraged 
to use teaching aids more frequently. Mak ing the materials 
easily accessible and arranging their presentation without 
confusion provides the best possible publicity within the 
teaching force. The director should keep herself informed of 
new trends and materials designed to aid teachers, inform the 
faculty of these new ideas and devices, and make certain that 
the proper service is provided so that the use of these 
materials is not an added burden to the teacher. 
Provision of books and magazines. Textbooks and maga-
zines which deal with audio-visual education should be made 
===-=- ----=-=-~ ~=r~-
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available to teachers as a form of publicity. The thoughtful 
teacher is concerned with learning what others in the pro-
fession are doing to improve teaching methods and techniques. 
Textbooks and magazines are a splendid source of such infor-
mation. The director plans to make available more of this 
material to teachers. Articles of particular interest to a 
teacher or to a department will be called to the attention of 
those in charge; many of the teaching aids which the school 
has already acquired were discovered by means of magazine 
articles in which teachers in other towns described units of 
work carried to a successful conclusion by the utilization of 
various audio-visual devices. 
Report to the School Committee. Becaus ·e of the limit-
ation placed upon the number of pages permitted in the annual 
report of the town., the report of the School Connnittee was 
necessarily brief in the present issue. Departmental reports 
were omitted if possible., and no report was required of the 
audio-visual director. In the future., if such a report is 
included in the annual issue, the director plans to visualize 
it in order to show in a graphic manner some of the work accom-
plished by the department. Photographs of students engaged in 
audio-visual activities and of some of the work completed as a 
result of the pupils' having used teaching aids will be re-
produced. This should make the director's report more 
--------*='-==-=-=--=-=-=-~=--=== ==*====---
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interesting and vital to the towns people who have generously 
supplied the financial support which has made the program 
possible. 
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CHAPrER VI 
SUMMARY 
I. THE PROBLEM 
The problem confronting the writer of this paper was 
that of developing a plan for the organization and adminis-
tration of an audio-visual program for the Marblehead .runior-
Senior High School. The plan consisted of two steps which are 
as follows: 
1. To mal{ e a survey of the building, equipment, 
materials, and personnel 
2. To make such recommendations as were ·necessary 
to organize a program which would result in 
increased and more effective utilization of 
teaching aids, in order that learning be made 
a more vital and realistic experience to the 
pupils 
The inception of tbe program, a review of recent litera-
ture written on the subject, the results of the survey, a des-
cription of the services rendered by the department, and ree-
o.mme.mdations for the ru ture have been recounted in this paper. 
II. I NCE.PTION OF THE PROGRAM 
The first c ha pter gives the following information: 
1. The Marblehead School Committee authorized the 
institution of an audio-visual department in 
October, 1948, and appointed the writer of 
this pap er as director of the department. 
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2. The department was instituted as a result of 
requests of teachers and pupils for audio-
visual materials and equipment. 
3. The director was granted the privilege of 
organizing and administering the department 
according to her own plan. 
4. The purpose of the department was to organize 
and pr> ovide the necessary services for a pro-
gram which would result in increased and more 
effective utilization of teaching aids. 
5. The superintendent of schools and the principals 
of both Junior and Senior Higp Schools pledged 
their support to a program which they believed 
would fill a 1 ong -felt want. 
6. The work of the department was to be done by the 
director during two fifty-minute free periods 
each week. The remainder of the work was to be 
done after school hours. 
7. The Parent-Teacher Association expressed interest 
in audio-visual education, and had presented an 
Aropro Premier 16 mm. sound motion picture projector 
to the school previous to the inception of the pro-
gram. This association donated seventy-five 
dollars to the school for specific use in audio-
visual education, and made an addi tiona.l gift of 
fifty dollars tonard the purchase of a recording 
machine. 
8. The sum of one hundred one dollars was available 
for use at the start of the program; this included 
the seventy-five dollar gift from the Parent-
Teacher Association and twenty-six dollars remain-
ing in the one hundred dollar Boston University 
Membership plan which the school had joined in 
previous years. 
9. -fl. bulletin was sent to teachers to determine their 
interests an:l requirements for the year from 
January, 1949, to January, 1950. 
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I 10. A tabulation of teachers' requests fonned the basis of the budget of nine hundred twelve 
dollars subnitted for the first year. I 
I 
11. The budget was approved by the School Committee 
and the Finance Board and was voted upon favor-
ably in Town Meeting in March, 1949. 
III. SOL1JTION OF THE PROBLEM FOR IMMEDIATE USE 
The director sought information on the problem in text-
books , theses and service papers, booklets, and articles in 
professional magazines written by experts in the field of 
audio-visual education. The second chapter of this paper is 
devoted to a review of recent literature available on the spe-
cific pr> oblems of organization and administration of an audio-
visual department and on the solutions to such problems. An 
abundance of literature on the various phases of audio-visual 
education is available, but, because of the limitations of 
this paper, the review has heen restricted to the particular 
problems with which the writer has been comerned in 
Marblehead. 
A survey of facilities, personnel, and equipment was 
made and the results are reported in the third chapter of 
this paper. The survey revealed the following facts: 
1. Projected materials could be used comfortably 
in all rooms since proper temperature and 
ventilation control was provided. 
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2. All rooms, with the exception of the gymnasium, 
could be darkened by the use of permanently-
instal Jed green curtains, or by attaching movable 
opaque curtains to those already installed. 
3. a ll rooms were equipped with electrical outlets. 
4. Two movable beaded screens were available for 
use in the classl"'Oom in addition to one screen 
permanent ly- installed in a s c ie nc e room. 
5. The facilities of the auditorium perrnitted the 
use of the motion picture pr ejector. A fireproof 
projection booth was equipped with a movable pro-
ject ion table. Inside wiring connected outlets 
in the booth with those on the stage. An eight 
by twelve foot beaded screen was permanently in-
stalled on the stage. 
6. The school owned a 16 mm. sound motion picture 
projector, a table model Philco radio, and a small 
phonograph. Bulletin boards of work, wood, or 
burlap were available in classrooms. Bulletin 
boards and three wall cabinets were located in the 
corridors. 
7. There was inadequate storage space, with no one 
place in the building where all equipment could 
be kept. 
8. Teachers were using such audio-visual aids as 
they were able to obtain themselves with the help 
of students. Many teaching aids were desired, but 
lack of equipment and funds precluded their use. 
The fourth chapter describes the services which the de-
partment has been able to offer within the limited time permit-
ted for the work ; the following information is given: 
1. The director was given two fifty.,minute periods 
and five forty-minute activity periods in which 
to do the work of the department. The remainder 
of t h e work was done after regular school hours. 
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2. The director determined to plan a modest 
program since experts adyised that programs 
too ambitious in scope usually resulted in 
failure. 
3. A collection of catalogs was compiled, sorted 
into subject-matter fields, and filed in 
folders bearing the names of the subjects. 
4. Several guides to assist in pt' oper selection 
of materials were purchased; they are as follows: 
Wilson's Educational Film Guide 
Wilson's Filmstrip Guide 
Educators' Guide to Free Curriculum Mat erials 
---
Educators' Guide to Free films 
---
Educat ars 1 Guide to l''ree Slide films 
---
5. Teachers were noti fi ed of the arrival of catalogs 
ani guides. 
6. A small office with adjoining closet was made 
available to the director for storing equipment 
and materials. A metal filing cabinet to hold 
catalogs and guides was purchased for this office. 
7. All purchases were based on requests of teachers. 
8 . The following equipment and materials were 
acquired: 
a. An Ampro filmstrip projector 
b. 177 filmstrips w-ith accompanying teachers 1 
guides when available 
c. Storage cabinets for filmstrips 
d. An Ampro Stylist 16 mm. sound motion picture 
pr ejector 
.e. Set of five fireproof opaque curtains 
f. Set of small opaque curtains for auditorium 
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g. Relief map of United States 
h. World map 
i. Three sets of flat pictures 
j. Three-speed Califone record player 
k. Albums of records with accompanying teachers 1 
guides 
1. Revere tap3recorder 
m. Set of 21 Carlson physiology charts 
n. Slated globe 
o. Rental of two by two slides 
p. Rental of educational films 
q. B eseler Vu-Lyte opaque projector 
9 • .tll materials and equipment were checked and 
examined by the director. Teachers were no t i-
f'_ied · of the arrival of materials and previewed 
or auditioned them prior to purchase. 
10. Film bookings for the remainder of the school 
year were arranged by the director. 
11. Teachers submitted requests for films for the 
next year in April. A limit of one film each 
month per teacher was necessary si me there was 
but one classroom projector. 
12. The director a rranged the film sche dule for the 
next year by visiting nearpy film libraries and 
by writing to other rental sources. 
13. A calendar of school days was made for the pur-
pose of recording the names of the films booked, 
running ti me, rental sources, and names of teachers 
who requested them. 
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14. Teachers were notified of film confirmations, 
and as soon as teachers' and pupils 1 programs 
for the school year were available, the periods 
in which the films were to be presented and the 
names of stud ent operators were added to the 
calendar. 
15. Films were p resented in the regular classrooms. 
In isolated instances when teachers 1 programs 
were so arranged that all classes could not 
see the film on the same day, a joint present-
ation of tbe film was given in the au:litorium. 
16. Teachers who wished to operate the equipment 
were pennitted to do so; student operators were 
supplied for those teachers who desired them. 
17. Pupils other than those supplied by the depart-
ment were not :permitted to operate machines. 
18. Teachers were asked to notify the director a 
few da ys in advance if they wished to use 
equipment other than the motion picture projector. 
19. The budget for the department was prepared by the 
director in December for the following year. 
Teachers were asked to file requests for materials 
and equipment desired for the coming year. Fur-
chase p rice and possible frequency of use deter-
mined the inclusion of these requests in the 
budget. Each item was discussed wlth both 
principals and with the superintend ent of schools 
before it was entered in the budget. 
20. Records of all purchases and guarantees accompany-
ing equipment were preserved. Inventories of all 
items owned by the department were taken in 
January , June, and prior to tbe opening of school 
in the fall. 
21. Materials were checked when they were sent out 
of t he office of the director and when they 
were retumed. 
22 . Orders f .or .ma-terials ,:to ··be pa id for out of the 
sch ool budge t were pla..c.ed by the secretary in 
the superintendent's office. Bills were approved 
by the director and the secretary and were paid 
by the Town Accountant. 
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23. Materials to be paid for out of the extra-
curricular funds of the department were 
ordered by the director after approval of 
t he princi pals. Bills were ap pr oved by 
the director ani cbeclcs for J;:'B.yment were 
mad e out b y the treasurer of the extra-
curricular funds. 
24. Th e remaind er of correspondence and clerical 
work was done by the director. .A record of 
Parcel Post insurance receipts containing 
name of article, addressee, and amount spent 
was kept in a notebook; the record was audited 
b y one of the principals. Bulletins to teachers 
notifying them of mate'r ials and equipment avai 1-
able f 01:' use were prepared and distributed by 
the director. 
25. A report of the first fu 11 year's work of the 
departme nt was prepared by the director at t h e 
request of the superintend ent of schools. This 
r eport covered the following topics: 
Inception of the p rog ram 
Need for the department 
Results of t he survey 
Purchases made by the department 
Contributions to education made b y teaching 
aids 
Needs for immediate future 
Appreciation for coop eration .and assi s.tance 
Instructional services provided by the depart-
me nt are as follows: 
---=- =-=-=-
1. catalogs and g uides were supplied to aid 
teachers in the selection of suitable materials. 
Teachers who wished assistance were g iven help 
by the director. 
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2. Films we1 .. e previewed after school during the 
early days of the program; when the director 
was relieved of homeroom duties, activity 
periods were also used for previewing. If 
previewing was impossib l e because of late de-
livery of films, the initial sh~ving was used 
as a preview period by the teacher who made 
notes and prepared questions with the pupils 
on salient points of the film. A second pre-
sentation followed to 1fDerm it pupils to find 
the answers to their questions. 
3. Re-ordering of the same films for another 
year lessened the preview work. 
4. Simple evaluation cards were kept to assist 
teachers in making film selections for 
another year. 
5. Materials other than films were previewed and 
auditioned by teachers who wished to use them. 
6. Equipment was demonstrated to teachers by the 
director. Individual instruction in the oper-
ation of na chines was given by the director 
to teachers who so desired at hours vil'lich 
suited t h e teachers' convenience. Twenty 
teachers were taught the operation of machines. 
7. One hundred students have been taught to prepare 
classrooms for the use of audio-visual materials 
and to operate t he equipment. Individual instruc-
t ioo. was g iven to pupils by the director in these 
processes. Experienced operators taught pup ils 
Who wished to learn the work during before-school 
periods under the supervision of the director. 
The director was responsible for the care and distribu-
tion of materials and equipment. The follcming services were 
provided: 
1. All classrooms were p repared for the use of pro-
jected materials before the opening of school 
each day. Four exp erienced operators and two 
pupils who were learning the work assisted the 
director in these duties. 
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2. Other materials and equipment were distributed 
before school to teachers who had requested them. 
3. Guide s and manuals were supplied to teachers a 
few days in advance of the use of the materials. 
4. Some materials which teachers planned to use over 
a pe r:tod of several weeks were left in the class-
rooms in custody of the teachers. Records of 
their distribution and their return were kept by 
t he _director. 
5. The director assumed res pons ibi li ty for oiling 
projectors and for rrnking minor repairs and re-
p lacement of p arts. A supply of spare parts was 
kept on hand in the director's office. Yearly 
servicing and ~j or repairs were made b y the 
service age-nt authorized b~r the manufacturers 
of tl~ equipment. 
Some inforrna 1 publicity work for the program was carried 
on by the d irector. Such service included the following work: 
1. The director addressed a meeting of the Parent-
Teacb__er Association to acquaint those in attend-
ance with t he ob jectives of the p rog ram, services 
rend ered, and plans for the f uture. 
2. The Parent-Teacher Association presented a fashion 
show for the benef i t of the department. The sum 
of three hundred dollars was raised for use in 
audio-visual education, a_nd many new teaching 
aids were purchased with this money. 
3. The use of teaching aids resulted in favorab le 
comments from pupils, teachers, ani parents. 
4. The Parent-Teacher Association presented a 
Beseler Vu-Lyte opaqu e p rojector to the depart-
ment. The director demonstrated i ts use to the 
teachers and to the committee Which raised funds 
f or its purchase; a later de monstration was 
given at a meeting of the Association. 
IV. RE COMI'dENDATIONS FOR THE FUTURE 
The flfth chapter of this paper contains recommendations 
for the future in t h e followi ng fields: 
1. Administration 
2. Education 
3. Increased and More Effective Utilization of 
Materials 
4. care and Distribution of Materials and Equip-
ment 
5. Publicity for the Program 
In the field of administration, the following recom.meni.a.-
tions are made: 
1. Teachers will be asked to subnit requests for 
teachi r:vs a i d s a month prior to the p reparation 
of the budget to permit ample time for thought-
ful selection. The director will provide 
catalog s and guides for the teachers and give 
assistance in the select ion. 
2. Teachers will b e asked to serve on committees 
to make final selection of new materials. 
3. Money available will be allocated so that the 
requests of each teacher are given equal con-
siderat ion. 
4. The customary procedure of placing orders for 
materials through the superintendent's office 
will be followed. The director Will visit 
supply houses and examine catalog s to determine 
the sources from which materials may be obtained 
most inexpensively. 
5. Inventories of all materials and equipment will 
be mad e in January, June, and before school 
opens in September. 
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6. Five by eight inch evaluation cards will be 
used to permit inclusion of more detailed 
information on films. 
7. Film schedules will be prepared in the spring 
for the following year. A school calendar 
will be used to record the title of the film, 
running time, source, teacher's name, pre-
sentation periods, and operators' names. 
8. Greater pupil participation Wi 11 be permitted 
by training larger numbers of seventh and 
eighth grade pupils particularly, in order to 
a ssure -a lavge corps of experienced operators 
· oo they advance in Senior High School. 
9. Volunteer assistance in clerical work will be 
requested of Senior High School pupils who can 
type. Bulletins to teachers and school catalogs 
of teaching aids will be prepared by students. 
10. A record of Parcel Post insurance receipts will 
be kept by the director and will be audited by 
the principals. 
11. ·A record of the frequency of use of teaching 
aids by each teacher will be kept to insure 
each teacher's fair allotment of the service. 
12. Evaluation cards for filmstrips, records, trans-
cript ions, and flat pictures wi 11 be made. 
13. ~Tien annual reports to the School Committee are 
requested, the director will visualize such 
reports. 
Future plans for instructional activities conducted by 
the department are as follows: 
1. In-service training of teachers who request in-
struction will be carried on by the director. 
Teachers will be taught how to select materials 
best suited to their needs, how to use teaching 
aids mere effectively, and how to operate the 
machines. 
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2. Teachers who plan to use motion pictures wi 11 
be asked to learn to operate the projector in 
order to supervise student operators who may. 
experience difficulty with the equipment. 
3. With the permission of tbe superintendent, the 
director will apply for the organization of' 
university extension courses in audio-visual 
education to be given in Marblehead. 
4. The director will offer assistance in curriculum 
revision by providing catalogs on new materials 
am by securing materials on an approval basis. 
5. Teach ers 1 guides, when available, will be pur-
chased for use with materials. Copies will be 
made of guides Which are owned, but infrequently 
distributed, by film 1 ibraries. Guides which are 
sent free of ch:l.rge with sponsored fil:ms will be 
added to the collection already started. 
6.Textbooks and professional magazines concerned 
with audio-visual education will be purchased for 
loan to teachers. 
7. Exhibits of pupil-made materials will be arranged 
by tbe director. Four exhibits are planned f'or 
the coming year; tlfey will include the following 
items: 
a. Photographs taken by students of places 
of local interest 
b. Geometric models 
c. Career books 
d. Models made for World History classes. 
8. The director will continue w:fi.th. the process of' 
self-education • . In addition to formal courses, 
vis its will be made to audio-visual departments 
in other towns if the directors of' the depart-
ments grant permission to do so. The director 
will attend joint meetings of Boston University's 
Division of Motion Pictures and Visual Aids and 
the Office of Radio-Audio-Visual Aids of the 
Department of Education to obtain suggestions 
for improving the department. 
Future plans for ~ncreased and more effective utili-
zation of materials are as follows: 
1. The director will wom with teachers in order 
to select the teaching aids which will prove 
most helpful. 
2. The director will assist teachers in class 
prepa ration by encouraging teachers to ask 
pupils to 1 ook for definite facts, main ideas, 
and new concepts. 
3. The director wi 11 provide the best environ-
mental conditions possible so that materials 
will be presented without confusion. 
4. Teachers will be encouraged to report follow-
up activities carried on by the class. 
5. Pupil and teacher-evaluation will be requested 
by the director as guides for future use of 
materials. 
6. The film entitled Using the Classroom Film and 
the filmstrip entitled The Slidefilm in-Teaching 
wi 11 be presented at a teachers t ~meet lilg. 
7. The director will request the use of one room 
for the presentation of projected materials when 
such space is available. 
8. If a new Junior Hi gh School is built, the director 
will request that one room be desi gned for the use 
of the audio-visual department. 
9. Future purchases of equ i pment will include these 
items: 
a. Two sets of detachable opaque curtains for 
t he windows 
b. Two sets of d etachable opaque curtains for 
classroom doors 
c. Two beaded screens 
d. A films t:rip projector 
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e. A 16 mm. sound motion picture projector 
f. A lantern slide projector 
g. Materials with which pupils may make 
lantern slides 
h. A radio and record player combination for 
the music department, thus releasing the 
portable electric record player for class-
room use 
i. When radio and televi sion programs \\hich are 
educational in nature are broadcast at times 
when they may be used profitably during 
school hours, the necessary equipment will 
be purchased. 
The director will encourage the use of many and diversi-
fied teaching aids by supplying the equipment necessary for 
their use. The ~1rchase of expensive items will be spaced 
over a p eriod of years so that the tax burden will not be 
oppressive. 
10. Each film will be rented for a period of more 
than one day in order to insure ample time 
for previewing. 
11. The d:!rector will assist teachers in planning 
the school journey by making the necessary 
arrangements for the trip. 
Future plans for the care and distribution of materials 
and equipment are as follows: 
1. The format of the school catalog wi 11 be 
changed to that of a looseleaf notebook 
to permit insertion of additional infor-
mation. 
2. The director wi 11 · supervise the preparation of 
classrooms for the use of projected materials. 
Student ope rat or s will assist in this work 
accompanied by pupils who are in the learning 
process. 
3. All equipment and materials will be stored in 
the director's office. 
4. Major repairs on equipment will be made by 
service agents authorized by the manufacturers. 
5. Minor repairs and replacements will be made by 
the director. Students wi 11 be taught to change 
bulbs, belts, an:l fuses. 
6. The director wi 11 oil all equipment. 
7. Students wi 11 clean equipment each day before 
it is distributed. 
8. Broken films will be spliced by student operators. 
Future plans for publicity for the p rog ram are as 
follows: 
1. Publicity work will be regarded as a service to 
taxpayers rather than as a selling job to justifY 
the existence of the program. 
2. Newspaper articles and bulletins to parents 
giving infar>mation about recent acquisitions 
of the department and the uses made of teaching 
aids will be prepared by the director. 
3 • .A "school night 11 wi 11 be presented during v.hich 
demonstrations of the use of audio-visual aids 
and equipment will be g iven by students. 
4. Pupil participation will be encouraged as a form 
of publicity. 
5. The director will be willing to provide infor-
mation to teachers and p arents at meetings to 
acquaint them with the aims of the department 
and the work accomplished. 
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6. The director will provide the necessary 
services so that teachers wi 11 be able to 
use teach ir:g aids with ease. 
7. Textbooks and magazines will be provided 
for the use of teach ers to acquaint them 
with the extent to which teaching aids are 
used in other school systems. 
8. The annual rep ort to the School Committee 
will be visualized to provide a more real-
istic picture of the work accomplished. 
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motion pictures in schools. Gives suggestions for . 
aiding tbe development -of general education through 
the use of motion pictures. 
Hoban, Charles F., Charles F. Hoban, Jr. and Samuel B. Zisman, 
Visualizing the Curriculum. New York: The Cordon Company, 
1937. 300 pp.-
Contains descriptions of visual aids and their applications 
As title implies, aural aids, with the exception of sound 
motion pictures, are not discussed. The book itself is 
visualized, containing numerous illustrations. Good ideas 
for admini staring an a udi a-visual program. 
Horkheimer, Mary F. and John W. Differ 11 compilers and editors, 
Educators Guide to Free Films. Randolph, Wisconsin: 
Educators Progress Service, 1949. 355 p p. 
This g uide is revised each year. It provides a c ompre-
hensive information service on currently available free 
films. The foreword by John Guy Fowlkes gives · suggeer-
"E.i om f or improving the effectiveness of visual mate r i als • 
A cross index lists films by titles in related fields 
and furnis h es their sources arrl conditions of loan. 
Horkheimer, Mary F. and John W. Diff or11 compilers and editors~ 
Educators Guide to Free Slidefilms. Randolph, Wisconsin: 
Educators Prcgress Service, 1949. 114 pp. 
Provides an annotated list of free filmstrips and slides 
available to teachers and g ives the sources from which 
the materials may be obtained. Gives title, nature of 
material, phys i cal properties, release date, and names 
and addresses of distributors. The compilation is re-
vised annually. 
Krahnr, Frederic A., Comp iler, Filmstrip Guide. New Yo:rk: The 
H. W. Wilson Company, 1950. 268 PP• 
Revised annually and supplements are provided. Filmstrips 
are arranged by title in alphabetical order and by subject 
index which is ru~notated. Provides necessary information 
such as source, release dat~, p h ysical properties, price, 
and grade level for eaeh filmstrip. Helps the director 
organize a filmstrip library according ·to standard library 
practices since listings are arrang ed according to the 
Dewey Decima 1 System. 
Levenson, William B., and I· Keith Tyler, Teachin~ Throu~h 
Radio, New York: Farrar and Rinehart, Inc., 1 45. 4 4 PP• 
Purpose of book is improvement of scho.ol broadcasting 
the the encouragement of more ef fective use of edu-
cational radio prog rams. Material is based on practical 
experiences of Doctor Levenson's work in directing radio 
activities in the Cleveland public schools. 
·1_54 
McKown, Harry c. and Alvin B. Roberts, Audio-Visual Aids to 
Instruction. New York: McGraw-Hill Book Company, Inc:-; 
1949. 608 PP• 
Informative textbook which dis cusses principles underlying 
successful use of materials. Main .: emphasis of the book 
is on proper utilization of aids, with detailed directions 
for presenting lessons in a variety of subject fields at 
different grade levels. 
Mulligaltll, Paul v., "Audio-Visual Education in the Revere 
Public Schools. 11 Unpublished Master's Service Paper, 
Boston University, Boston, 1946. 69 pp. 
An investigation into the equipment, materials, and 
building facilities available in schools to permit 
the use of audio-visual aids, with recommendations 
for improving the program. · 
Mulligan, Paul v., "Do the Best You Can With It," Audio-Visual 
Guide, Vol xv, No. 9 {May, 1949), P• 15. 
Article wbich tells of many physical problems which 
retard the correct use of films; sug g estions for over-
coming these difficulties are given. Encourages teachers 
to be resourceful in meeting existing conditions. urges 
teachers who have had no opportunity to preview film 
before use to take notes and prepare questions during 
first showing, d:iscuss questions, then present film a 
second time to find solutions to questions. 
Noel, Elizabeth G. and J. Paul Leonard, Foundations for Teacher 
Education in Audio-Visual Instruction. Washington: 
Amer1can Counc11 on Education, 1947. 60 pp. 
Furnishes criteria to apply to selection of materials. 
Stresses necessity for teacher preparation and in-
service training. Lists knowledges, understandings, 
skills, and abilities needed for teaching with audio-
visual teaching aids. 
Noel, Franc is w. , Projecting Motion Pictures in the Classroom. 
Washington: American Council on Education, 1940. 53 pp. 
Presents problems of the pro gram which uses motion pictures 
regularly. Projection room plans are g iven with variations 
in their requirements. Good suggestions for selec.ting a 
projector and its operation and .care. 
j_f;5 
Payne, Norman H. , "The Audio-Visual Program in the Newton 
Public Schools." Unpublished Master 1 s Thesis, Boston 
University, Boston, 194 6. 138 PP• 
Gives a review of the past to determine what has been 
done since the inception of the program; discusses 
audio-visual aids available, and outlines a plan for 
the future. Stresses continuous in-service training 
prog ram fo1., teachers as an important factor in promoting 
effective utilization of materials. 
Risk, Thomas rvr ., Principles and Practices of Teaching in 
Secondary Schools. New York: American~ook Company,l941. 
720 PP• 
Good chap ters o n visual aids in the classroom g ive;· 
psychology of ,and :reed for, visual aids. Limitations 
and dangers of visual instruction discussed. General 
techniques for use of materials are described in detail. 
Section on radio g ives suggestions for its use in school. 
Schreiber, Robert E. and Leonard Calbert, Buildi~ an Audio-
Visual Prcgram. Chicag o: Science Research ssociates, 
Inc., 1946 . 103 pp. 
Contains an exc ellent section designe d to aid teachers 
in selecting , utilizing , and evaluating all types of 
audio-visual materials. Administration and supervision 
of the pro gram are discussed; a more ambitious scope is 
indicated tban the average s mall town is able to operate. 
Provides a. guide for future planning, pointing the way 
to a g oal toward which to strive. 
Seaton, Helen H., A I'/I easure for Audio-Visual Programs in 
Schools. Washington: American Cou n cil on Education, 1944. 
40 PP• 
Gives the results of a study of six citi es to determine 
the use made of motion pictures am the -fundamental dif-
fi-culties wh ich obstructed their use. Recommendations 
are given for overcoming physical difficultie.s encountered 
and for imp rovement of utilization practices. 
Setting_UE._ Your Audio-Visual Education Prog ram. Stanford, 
California: Audio-Visual Education Society of California, 
Stanford University Press, 1949. 34 pp. 
1__56 
This manual furnishes information on how to inaugurate 
and administer the prcgram. Lists questions for teachers 
to aid in the selection of materials and for evaluation 
of teaching aids. Helpful suggestions for the director 
of a newly-organized department. 
Smith, Maurice rvr ., L. L. Staniley, and Cecil L. Htl.ghes, Junior 
~~ School Education. New York: Mc Graw-Hill Book Company, 
• 470 pp. . 
This book makes a plea for a central objective aids center, 
under supervision, and with materials catalogued. Good 
background rna terial w hich touches on numerous phases 
of audio-visual education. Detai led descriptions of types 
of aids and t}:l.eir uses are described. 
Strauss, L. Harry and J. R. Kidd, Look, Listen, and Learn. 
New York: Association Press, 1~ 235 pp. 
Discusses audio-visual ma terials and equipment and their 
methods of use in informal education such as relig ious 
instruction, intercultural relationsb.ips, and public 
affairs education. Underlying principles set forth may 
be applied to t h e program in schools. 
Sussman, Aaron, The Amateur Photographer's Handbook. New York: 
Thon13. s Y. Crowell Company, 1948. 399 pp. 
An excellent book for the teacher who wishes to learn 
to take photographs, both indoors and out of doors. 
Developing, printing, and the mak ing of lantern slides 
and transparencies are sections wt.dcb. will help the 
teacher who wishes to visualize her lessons at low cost. 
The Principal and Audio-Visual Education. ~Yashingt on: The 
Department of ~lanentary School Principals ·of the National 
Education Association, 1947-1948. 85 pp. 
Discusses methods by which principals of elementary 
schools may advance audio-visual education. Describes 
tne inauguration of a department and relates concrete 
experiences of teachers engaged in various audio-visual 
activities in classrooms. 
Turley, R. E., "How to Inaugurate an .Audio-Visual I rogram, 11 
Audio-Visual . Guide, Vol. XV, No. 7 (March,l949), P• 11 .. 
;----- ~--
! 
Article pro vides a plan vohereb:y- an audio-visual program 
may be organized regardless of financial status. Use 
of instructional films depicting pro gressive steps in 
utilizing films in the classroom is an interesting sug-
gestion for procedure in teacher education. 
Using ~udio-Visual ~rials With Children. Washington: 
Association for Childhood Education, 194 7. 36 pp. 
As title implies, this booklet is concerned witb eff'ec..:.. -
ti'veutilization practices. Helpful to teachers am_ to 
directors V;ho conduct in-service training programs fer 
teachers. 
Vagt s, Chris to phe r R. , "How to Inaugurate an Audio-Visual 
Program, 11 Audio-Visual Guide, Vol. XVI, No. 3 ( November, 
1949), pp. 5-6. 
Advocates application of more business-like approach to 
selling ideas of amio-visual education. Advises ad-
ministrators to use visual aids in teacher training. 
Writer feels that individual conferences with each 
teacher give: the director better opportunity to help 
the teacher and to 11 sell 11 effective methods more easily 
than committee meetings can accomplish. 
Vincent, c. H., 11 Audio Education," ,f.udio-Visual Guide, Vol. 
XVI, No. 1 (September, 1949), P• 20. 
A report on the duties of the director who plans to make 
the audio department an equal partner with the visual 
in the educational scheme. Suggests recording radio 
pro grams which are suitable for school use by means of 
t he ·wire or tape recorder first am ultimately on wax 
if value of program is great enough to add it to per-
man ent library. 
Weaver, Gilbert G. and Elroy W. Bollinger, Visual Aids, Their 
Construction and Use. New York: D. Van Nostrand and Company 
Inc. , 1949 • 388 PP• 
Authors believe that adequate training of teachers is 
needed to appreciate, make, arn use visual materials. 
Musttrain teachers for this if audio-visual e ducation 
is to be successful. Go od suggestions here for the 
construction of homemade teaching aids. 
.~!~--
r 
Winfield , Helen F. , 11 Organizing the Schoo 1 A- V Pr•o gram," The 
Educational Screen, Vol. 38 ( November, 1 949), pp . 398-,--
399, 422. 
Describ es t he i mp ortant part pu pil p art i cipation plays 
i n t he writer's program. Sele ction of the Visual Aids 
Squad, their duties, a n d t he va lue of this work to the 
ch ild a r e o u tlined . Interest s h own b y parents i s a 
testimonial t o t h e fine public relation s work i n t h is 
school. 
vVh i t e, l'!Iari on K· , 11 Be Ready for Your Project or, 11 School Films, 
Vol. 1 (\iiinter, 1948), PP• 6 , 23, 30. 
Record of h ow a small sch ool p lanne d a well-organized 
audio-vlsual pro gram in advance of its inception. 
Improper and ineff ectual use of films was forestalle d 
b efore t h e school owned a projector b y teacher training 
i n selection of materials, preparation, presentation, 
a nd follow-up wor k . 
Wyman , Ray mond, "A Plan of Teaching Aids in the Westfield 
Public Sc hools, 11 Unpublished Master 1 s Sel"Vice Paper, 
Boston University, Boston, 1 947. 77 PP • 
A plan for all c h ildren in Westfield to get some benefit 
from teaching aids without waitine; for improved facili-
ties and traine d personnel. Various subjects listed 
wh ich ma y b e implemented w ith audio-vis ual materials. 
~- J 
